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The  ILS  is  an  ongoing  effort  of  the  Lister  Hill  Center  directed  toward  the 
development  of  a  totally  integrated,  minicomputer-based,  library  automation 
system.  ILS,  Version  1.0  includes  modules  for  creation  and  maintenance  of  the 
Master  Bibl lographic  File  (M8F),  Circulation  (Inventory)  Control*  Serials 
Check-in,  and  online  Catalog  Access.  The  M8F  is  fully  MARC  compatible  and  the 
Bibliographic  Control  Subsystem  includes  OCLC  MARC  tape  processing.  Subsystems 
in  process  or  planned  include  Patron  Interface  to  the  online  catalog,  Acquisitions, 
Cataloging,  Serials  Control,  and  Network  Access. 
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I  CS  INTRODUCTION 


1  .  1  CIRCULATION  SUBSYSTEM 


The  CIRCULATION  SUBSYSTEM  is  th«  part  of  ILS  which  maintains  tha  location 
«nd  disposition  (information  rmlatmd  to  tha  status  and  patron  tesponsibili ty ) 
of  all  items  or  piacas  in  tha  collaction. 


INFORMATION  AVAILABLE 


( 1 )  Options  of  tha  Circulation  Subsystem 

( 2 )  Overview  of  tha  Circulation  Subsystam 

(3)  Spacial  Features  of  tha  Circulation  Subsystam 

(4)  Glossary  of  tarns  usad  in  tha  ILS  System 

Salaot  tha  numbar  of  tha  option  desired-' 

1.1.1  CIRCULATION  SUBSYSTEM  OPTIONS 


Thara  ara  15  diffarant  options  in  tha  CIRCULATION  SUBSYSTEM  (CS). 
Thay  ara^ 


1 . 

►  Cl 

CHECK 

IN  ITEMS 

9  . 

RI 

2. 

CO 

CHECK 

ITEMS  OUT 

10  . 

RV 

3  . 

XL 

XNTERLIBRA A Y  LOAN 

1  1  . 

5H 

4  . 

ME 

MESSAGES  (PATR0NS/ITEM3) 

1  2  . 

SN 

5. 

HO 

MAIL 

OUT  ITEMS 

13. 

SS 

6  . 

PU 

PULL 

ITEMS  FROM  SHELF 

1  4  . 

VE 

7  . 

RC 

RECALL  ITEMS  PREMATURELY 

IS. 

GF 

S  , 

RE 

RENEW 

ITEMS  OUT  ON  LOAN 

RECEIPT  FOR  ITEMS  CHECKED  IN 
RESERVE  (HOLD)  ITEMS  FOR  PATRONS 
SHELF  (ITEMS  USED  WITHIN  LIBRARY) 
SNAG  (TRY  LOCATING  MISSING  ITEMS) 
SET  STATUS  FOR  ITEMS 
VERIFY  PATRON/ITEM  INFORMATION 
GENERAL  FUNCTIONS 


Tor  aora  information  about  any  of  thasa  options  select  tha  numbar  of  tha  option 
dasixad  or  prass  T  to  TORUARD  to  CS  OVERVIEW. 


1.1.2  CIRCULATION  SUBSYSTEM  OVERVIEW 


Tha  CIRCULATION  SUBSYSTEM  is  composed  of  15  circulation  ralatad  options  and 
15  general  function  options  which  aay  ba  usad  m  othar  subsystems  as  wall. 

All  of  thasa  options  ara  organized  within  tha  HELP  systam  m  tha  sama  gtnacil 
format  as  follows: 

(1)  An  ovarviaw  of  tha  c  opt-.-n 
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besl  available  copy. 
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(2)  step  by  step  procedures  for  that  option 

(3)  a  spacial  features  section  for  that  option 

For  gore  information  on  any  specific  option1 
Prats  3  to  jo  3ACKWARDS  to  CS  OPTIONS,  or 

F  to  go  FORWARDS  to  CS  SPECIAL  FEATURES,  or 
T  to  return  to  the  top  of  this  discussion 


1.1.3  CIRCULATION  SUBSISTS?!  SPECIAL  FEATURES 


ILS  has  several  special  features  which  the  user  needs  to  know  in  order  to  use 
the  system  effectively.  Special  Features  used  in  the  Circulation  Subsystem 
have  been  divided  into  two  separate  discussions  .  They  are  • 

(11  General  Concepts 

(21  Special  Function  Keys 

Users  should  be  aware  of  these  general  concept#  and  special  function  keys 
since  they  are  used  throughout  ILS, 


Enter  the  number  of  the  discussion  you  wish  to  read  more  about,  or 
Press  F  to  FORWARD  to  the  Glossary,  or 
B  to  BACKUP  to  CS  Overview,  or 
T  to  TRAVEL  to  the  top  paragraph. 


1. 1.3.1  CS  General  Concepts 


The  following  GENERAL  CONCEPTS  are  those  which  the  user  needs  to  know  to 
work  in  the  Circulation  Subsystem.  They  are : 

7.  the  DISPLAT  ( D )  command  -  displaying  the  full  record  of  an  entry 

2.  the  FORUARD  (F)  command  -  forwarding  through  Item  and  Patron  Lists 

3.  the  BACK  UP  (31  command  -  backing  up  through  Item  and  Patron  Lists 

d  .  the  COMBINE  C-)  command  -  combining  two  instructions  into  one  step 

5.  the  TRAVEL  (/)  command  -  exiting  out  of  a  subsystem  and  into  another  or 

going  to  another  activity  uithm  a  subsystem 

6.  Item  and  Patron  Lists  -  viewing  item  and  patron  records  in  ILS 

7.  VIPS  statement  -  vol/'issue/'pert/suppl  item  char  ac  tens  tics 
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1.  1.3.2  tha  DISPLAY  coaaand 


BACKGROUND 

All  indicia*  in  ILS  aza  ocganizad  into  a  list  lxka  structure.  To  aceass  any 
patron  oc  itaa  racocd  in  ILS  tha  usaz  suit  first  do  a  saaxch  and  hava  ILS 
display  all  known  antria*  which  natch  tha  saaxch  zaquast.  ILS  will  display  up 
to  S  antzias  at  a  tiaa .  If  thaza  aza  iota  than  S  antzias  (which  will  naan  son# 
son#  antzias  will  ba  on  tha  naxt  sczaan)  usaxs  nay  scan  all  antria*  using  tha 
7  or  5  conaand.  (At  this  point  usazs  nay,  if  thay  dasizi,  pzass  7  onca  to  read 
about  FORWARD,  and  pzass  T  again  to  caad  about  BACKUP,  fzoa  thaza.  you  can 
ratuzn  to  this  paragraph  by  prassmg  B  onca  or  tuica)  . 

Tha  DISPLAY  CD)  eoaatnd  is  usad  to  display  tha  full  racord  of  an  antry  so  that 
tha  usaz  can  ba  suza  that  it  is  tha  dcsizad  antzy. 

Sxaapla 1  A  patzon  saaxch  fox  J.  Jonas  night  yiald  6  natchas. 

ILS  would  displays 


ID 

1  JONES,  J . 

2  J  ONES .  JACK 

3  JONES,  JANES 

4  JONES,  JIN 

5  JOKES,  JOHN 

and  on  tha  sacond  sextan: 

6  JONES,  JOHN  R. 

REMEMBER !  Tha  usaz  aust  pzass  7  to  viaw  tha  antzias  on  tha  naxt  sezatn  to  ba 
suza  that  tha  corract  antzy  is  chosan.  To  aaka  caxtaxn  that  tha  eorxact  patron 
is  chosan  tha  usar  aust  viau  tha  full  patzon  racord  to  vazify  which  J. JONES  is 
tha  right  patzon.  By  prassmg  D  follouad  by  tha  antry '  s  ID  nuabac.  ILS  will 
display  for  tha  usaz  tha  full  patzon  zacozd  of  tha  antry.  Tha  sana  procadura  is 
follouad  if  tha  usaz  wants  to  display  a  full  item  record  in  tha  HBF.  In  tha 
abova  axaapla.  tha  usar  would  hava  to  viau  tha  full  patron  racord  for  all  6 
JONES  antzias,  sinoa  tha  corract  patron  could  hava  baan  any  ona  of  tha  6 
antzias  zatziavad. 


1.1. 3. 3  tha  FORWARD  conaand 


Tha  ro AWARD  <D  coaaand  is  usad  whanaver  ILS  finds  nora  than  5  antrias  uhila 
saaxching  any  ILS  indax.  It  displays  for  tha  usaz  tha  naxt  sat  of  5  antzias, 
and  can  ba  pzassad  rapaatadly  for  as  many  groups  of  5  antzias  as  thaza  aza. 
Tha  usaz  naad  only  ?xass  7  to  hava  tha  naxt  sat  of  antrias  displayad.  ILS 
will  zaply  " NO  MORE  ITEM  MATCHES*  or  "NO  MORE  NAME  MATCHES"  whan  tha  last 
sat  of  antrias  is  displayad  on  tha  sczaan. 

TOR  EXAMPLE1  in  tha  pravious  discussion  of  tha  DISPLAY  command  (pzass  8  to 
viau  that  disoussion  if  you  dasxxa),  tha  usaz  would  hava  to  pzass  7  to  hav# 
displayad  tha  6th  JONES  antry. 
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If  you  desire  .  press  3  to  get  to  a  discussion  of  the  ?  key  To  return  to  this 
discussion  press  3  again. 


1.1.3.**  the  BACKUP  command 


The  3ACKUP  (3)  command  is  used  whenever  users  want  to  return  hack  tc  a 
previous  screen  of  entries  which  have  already  been  displayed  once. 

If  users  scan  through  a  list  of  matches  using  the  FORWARD  command, 
the  BACKUP  command  may  subsequently  be  used  to  get  back  through  the 
list  in  reverse  order.  The  user  may  press  3  as  many  times  as  necessary 
to  get  back  up  to  the  top  of  the  list  of  found  entries. 

FOR  EXAMPLE:  In  the  previous  discussion  of  the  DISPLAY  command  (press 
3  twice  if  you  want  to  see  that  text)  the  user  would  have  to  press 
3  once  to  get  from  the  second  screen  back  to  the  first.  Users  should 
keep  m  mind  that  they  can  only  choose,  or  display  the  full  record 
of,  those  entries  which  currently  appear  on  the  screen.  They  can  only .  for 
example,  select  from  items  1  through  5  if  the  first  screen  is  displayed. 

They  must  use  either  the  T  or  the  3  command  to  get  to  the  screen  of  entries 
that  contains  the  exact  entry  whose  record  they  wish  to  display  or  choose. 

Press  3  if  you  want  a  discussion  of  the  3  key.  Press  G  again  to  gee  back  here. 


1. 1.3.5  the  COMBINE  command 


The  COMBINE  CO  key  links  commands  ?.rd  tha  search  key  used  to  retrieve  entries. 
It  combines  two  separate  steps  into  one  by  linking  the  first  and  second  parts 
of  an  instruction  together.  Users  mil  save  a  lot  of  time  by  using  this  option. 
TOR  EXAMPLE :  If  a  user  uanted  to  CHECK  OUT  an  item,  either  one  of  these  two 
procedures  could  be  followed: 

WITHOUT  COMBINE: 

ILS  asks  for  COMMAND  * 

User  enters  CO  (return) 

ILS  asks  PATRON-1 
User  enters  SMITH 

ILS  begins  displaying  Smith  entries 

KOTE*The  «  key  is  used  to  retrieve  item  or  patron  entries  faster,  by  typing  the 
id  option,  *.  and  then  tha  first  few  search  key  character  :<  (e.g.  for  Anderson 

^ s  an  author  or  as  a  patron  type  A  U  2  A  M  D  or  P  A  =  A  N  D  )  .  The  3  key  is  used  only  to 
l-.nk  id  options  and  search  keys;  the  key  links  commands  and  search  keys. 


1. 1-3.5  the  TRAVEL  command 


WITH  COMBINE: 

ILS  ASKS  FOR  COMMAND  * 

User  enters  CO : SMITH  t  eturn) 

ILS  begins  displaying  Smith  entries 


the  TRAVEL  command  (/)  is  used  to  get  from  one  area  to  another  within  ILS.  It 
c*n  take  the  user  to  either  different  activities  within  a  given  subsystem, 
(e.g.  from  CHECK  IN  to  PATRON  STATUS)  or  across  subsystems  (e.g.  from 
CHECK  OUT  to  HELP  for  CHECK  OUT).  It  can  also  be  used  to  take  users  back 
to  wherever  it  was  they  were  before  they  traveled  to  where  they  are  nou . 
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The  following  jcamnof  illustrata  the  us*  of  the  TRAVEL  eoioand  : 

CASE  1  TRAVELING  FORWARD  CONTINUOUS!// 

A  user  logs  onto  US  and  wants  to  go  to  CHECK  CUT.  The  user  enters  CC  m 
response  to  the  ILS  prompt  COMMAND.  ILS  takes  the  user  to  CHECK  OUT  and 
prompts  for  PATR0M:.  After  the  user  has  completed  CHECK  OUT.  a  patron  asks 
for  the  correct  time.  The  user  enters  /TO  and  ILS  takes  the  user  to  TIME  AND 
DxTE.  Nest  the  user  receives  a  returned  item  and  wants  to  go  to  CHECK  IN.  The 
user  then  types  m  /Cl  and  ILS  begins  the  CHECK  IN  process  by  prompting  for 
ITEM  :  . 

CASE  2  TRAVELING  SACK  TO  INHERE  YOU  JUST  WERE 

A  user  is  m  the  middle  of  a  CHECK  OUT  and  becomes  confused  over  uhat  to  do 
nest.  3y  entering  a  /HE.  ILS  will  take  the  user  to  HELP  for  the  activity  that 
uas  in  process  at  the  time.  After  the  user  reads  HELP  for  CHECK  OUT.  entering 
a  /  will  take  the  user  back  to  CHECK  OUT  to  continue  in  that  activity.  NOTE 
that  since  the  complete  transection  key  uas  not  pressed  uhen  the  user  went  to 
HELP  for  CHECK  OUT.  once  the  user  returns  back  to  CHECK  OUT  the  transaction 
must  be  started  over  fro*  the  beginning  since  it  was  never  entered  into  ILS, 


1.1.  3. 7  Working  with  Itea  and  Patron  Lists 


All  indicias  in  ILS  are  organized  into  a  list  like  structure.  To  access  any 
patron  or  ite*  record  in  ILS  the  user  must  first  do  a  search  and  have  ILS 
display  all  known  entries  which  match  the  search  request.  ILS  will  display  up 
to  S  entries  at  a  time.  If  there  are  more  than  5  entries  (which  will  mean  some 
some  entries  will  be  on  the  next  screen)  users  aey  scan  all  entries  using  the 
FORWARD  (D  or  BACKWARD  (5)  command.  The  DISPLAY  ( D  J  command  may  also  be  used 
to  display  the  full  record  of  an  entry  to  verify  that  it  is  the  correct  one. 

; A  t  this  point  the  user  aey  press  T  and  select  a  detailed  discussion  of  these 
commands.  The  user  may  then  FORWARD  back  into  this  discussion.) 


EXAMPLE1  The  user  has  asked  to  see  ail  patron  eetches  to  the  search  key  ?A»J3N 
ILS  would  respond  by  displaying 


INDEX# 

TYPE 

NAME 

TITLE 

a 

The 

user 

mey  select  an  entry 

a 

1 

CIVILIAN 

JONAS, 

JOHN 

DR  . 

a 

by 

typing 

in  either  its  name 

a 

2 

FACULTY 

JONATHAN,  SAM 

MR  . 

a 

or 

index 

number(on  the  left) 

a 

3 

STUDENT 

JONES , 

ARTHUR 

MR  . 

a 

a  a  a  * 

t  % 

V 

sTArr 

JONES , 

BETTY 

MS  . 

5 

MILITARY 

JONES . 

ROGER 

DR  . 

and  on 

the  second 

screen  ** 

5 

CIVILIAN 

JONES . 

THOMAS 

Mr  . 

REMEPIB  ER  ;  The  user 

must  press  F  to 

view  the 

«  n  t  r 

ies 

on  the 

next  screen  to  be 

sure  thet  the  correct  entry  is  chosen.  To  itikt  certain  that  the  correct  patron 
chosen  the  user  aust  view  the  full  patron  record  to  verify  which  J  JONES  is 
the  tight  patron.  By  pressing  D  followed  by  the  entry's  ID  number,  ILS  will 
display  for  the  user  the  full  petron  record  of  the  entry.  The  same  procedure  is 
followed  if  the  user  wants  to  display  a  full  item  record  in  the  M3T  .  In  the 
above  example,  the  user  would  have  to  view  the  full  patron  record  for  all  b 
JOHZS  entries,  since  the  correct  patron  could  have  been  any  one  of  the  b 
^entries  retrieved. 
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T  .  1  <J 


V  I  ?  S 


(  '/o  i I  s  5  ue  /  ?  i  r  *  •  S  u  p  7  i  *  a  t  ? 


The  VIPS  stagnant  is  ess  a  n  till  for  properly 
is  part  of.  a  1  a  r  g  e  t  group  of  items  e  g  one 
of  a  sat  of  7oiunt» )  .  Any  IIS  activity  ^ h : c h 
identified  fe  .g  CHECK  OUT  .  REMEV.  TTEh  SCAT 
information  about  the  ices  be  -pacified  b  a  f  0 
request  . 


de  n  t  i f  y  :  ng  a  specific  item  which 
ssus  of  1  serial  or  ;ne  volume 
ills  for  1  specific  itea  to  be 
etc.-  will  requite  that  the  '/IPS 
US  can  act  upon  “he  user's 


1  .  1.3.9  CS  Introduction  To  *p®  :ial  function  '<  e  y  s 


Soee  ternmals  ere  equipped  with  whot  is  known  as  special  function  keys  or 
siaply  function  keys  These  special  function  keys  provide  for  quick  entry  of 
frequently  usef  TLS  :o?.aands  for  e/aaplj  .  a  user  could  use  a  function  key  to 
have  displayed  all  the  c  p  1 1 ona  available  at  any  pc  m  t  m  IIS.  This  would  be 
faster  than  than  having  to  enter  a  ?  and  .hen  a  carriage  return. 


Other  special  function  keys  nay  be  sec  to  substitute  for  several  characters 
having  to  be  typed,  thereby  minimizing  the  c.Mr.ce  of  keying  trrers  as  well  as 
saving  t: at  All  instructions  which  ~  1  n  be  entered  by  special  function  keys, 
aey  elf o  be  entered  .sing  “he  ?. £1»U1A?.  AR:  of  a  CRT  terminal  There  are.  in 

effect.  two  ways  to  enter  any  instruction,  one  with  the  special  function  key 
and  one  without  function  keys  for  tn*  v?  Mraii-'l  are  currently  set  up 

at  listed  below  F  >r  woe*  :  r.  i  o  r  a>  a  ti  or.  about  o  a  c  n  ,  enter  the  nuc.be  r  i  0  r  that  keys 


’  ’  kf y*oKt:on  display 

J.  -  key-go  up  to  the  wr 
3  K  key ’30  r?*UARD 


*  .  ?.  :<sy*:o  backwards 
5  Hi  kcy»*tFL.“  :.?“t 
5  u  1  i  »  f  ;  3  d 


unde  f  1  n t; d 

/  k.t/*e:<ib  *  function 


I.M  ‘0  THE  *  r  MCT I  ?  M  KEY 


The  ?  function  key  displays  all  possible  opt:  ons  “hit  a  user  .nay  .t elect  at 
any  point  in  ILS  It  i?  used  inst^td  of  pressing  a  '  and  then  pressing  a 
carnage  return.  The  ?  function  saves  a  little  tine  by  eliminating  the  need 
to  press  return,  and  is  offered  primarily  is  3  convenience  key.  On  a  HEWLETT- 
PACKARD  2  5[*5A  teroir. si  the  ?  function  key  is  marked  fl. 


EXAMPLE'  a  user  is  “tying  to  identify  a  patron.  IIS  prompts  m  :h  PATROh* 
however,  the  user  does  not  knew  itn:  to  do  n».xt  .  Pressing  ft  or  ?  and  a 
return  will  cause  IIS  to  display 


PATROM  : 

:  ext  I r 1 1 a  t : 

DM  0 P T 1 0 M S  * 

c 

a 

r 

the  user  is  shot’n  what  the 

2 

?  Id  • 

PATR0M 

ID# 

* 

options  are  *  n  d  nay  proceed 

e 

name 

PATRDM 

M  A  M  E  ftR  fiv- 

t 

::ca  this  point  forward. 

X 

DP 

riND  11 

3RARY  :fPAV'“*r  TI 

• 

X 

?R 

?  \  T  t  0  H 

RED  I  ST?.  AT  I  :  < 

t 

X 

r 


1.1.3.11  THE  -  TUMCTION  KET 


The  -  (circumflex  ot  up  arrow)  is  generally  ustd  m  ILS  to  aitn  GO  ;JP  to  t ha 
nixt  laval  within  a  function,  or  to  the  top  of  the  function  tha  usaz  is  m 
currently.  On  a  HEWLETT  PACKARD  264SA  terminal  this  is  tha  12  kay. 

Example-  A  usar.  saar cltinj  for  a  patron  m  PATROM  STATUS,  typaa  in  tha  wrong 
first  lattar  of  tha  patron's  last  naaa  (e.g.  tha  usar  typad  m  H  instaad  of  1 )  . 
Tha  usar  aay  antar  a  -  and  a  ratuzn  or  pttis  12  to  GO  UP  to  tha  prompt  P  AT  ROM ; 

KOTE :  This  spacial  function  kay  takas  on  additional  aaanmg  m  CHECK  OUT.  In 
CHECK  OUT  tha  f2  or  -  kay  is  usad  to  instruct  ILS  to  coaplata  tha  transaction 
by  "filing  away"  tha  inforaation  just  antarad.  ILS  will  than  display  tha 
pzoapt  PATRON.  Tha  usar  aay  now  antar  tha  naxt  CHECK  OUT  transaction  or  travel 
to  any  othaz  activity  in  ILS. 


1.1.3.12  THE  F  FUHCTIOH  KIT 


Whan  scanning  antnas  ratciavad  in  ILS  (see  Lists  in  Ganaral  Concapts  )  or  whan 
procaading  through  HELP  text,  usats  nay  naad  to  saarch  through  tha  list  or 
branch  to  additional  HELP  discussion.  Tha  F  or  FORWARD  coaaand  was  dasignad  to 
enable  tha  usar  to  go  on  to  viau  tha  naxt  sat  of  5  antnas  or  tha  naxt  HELP 
discussion.  On  a  HEWLETT  PACKARD  2645A  terminal  this  is  sat  as  tha  f3  kay. 

EXAMPLE  j  A  usar,  saarching  for  patron  John  Jonas,  has  ratriavad  tha  following 
antzit s : 


1 J 

Jonas 

2  ) 

Jonas 

3) 

Jonas 

4  ) 

Jonas 

5) 

Jonas 

Alfrad  E 
Eduard  J 
J  .  R  . 

Jin 

John  R. 


and  on  tha  sacond  screen-’ 
6 )  Jonas .  John .  T . 


innitiuiiaiauitiltisitittiiittmsitttxii 

*  Tha  usar  should  antar  F  and  ratuzn  or  £3 

*  to  saa  tha  sacond  sat  of  intzias.  In  all 

*  casas  uhara  it  seems  tha  corract  antry 

*  is  tha  last  ona  displayed,  usa  TORWARD 

*  to  display  tha  naxt  scraan  to  ba  sura 

*  the  correct  entry  is  chosen. 


1.1.3.13  THE  B  FUHCTIOH  KET 


Tha  BACK  UP  (B)  kay  or  £4  kay  is  usad  to  bring  back  on  tha  scraan  data  which 
was  alraady  saan  onca.  which  tha  user  wishes  to  see  again.  Whan  viewing  entries 
during  an  ILS  saarch.  the  user  aay  have  to  go  back  and  look  over  again  an  antry 
which  sight  be  the  corract  ona.  Entering  a  3  and  a  return,  or  pressing  tha  £4 
key  enables  tha  usar  to  back  up  through  a  list  of  antnas  or  through  a  HELP 
discussion.  (At  this  point  tha  usar  aay  prass  G  to  go  to  a  furthac  discussion 
of  tha  3  coaaand  m  CS  Ganaral  Concapts.  Pressing  G  at  that  point  will  gat  tha 
usar  back  to  this  discussion.) 
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1.1.3.14  THE  /HE  FUNCTION  KEY 


Tha  HELP  (/HE)  kay  ha*  baan  dasignad  to  provida  tha  usaz  with  a  rapid  aaans  of 
obtaining  tisutanci  uhila  parforaing  any  activity  in  ILS .  If  tha  unr  i*  in 
any  Circulation  Subaystaa  activity  and  baconas  confusad  as  to  whit  to  do  naxt, 
typing  a  /HE  and  a  raturn  or  tha  f 5  kay  will  causa  ILS  to  imaadiataly  taka  tha 
tha  u*az  to  tha  HELP  discussion  for  that  activity. 

EXAriPLS:  A  usaz  m  CHECK  0U7  tnii  to  ldantiiy  an  itaa  in  ILS,  and  forgat*  what 
options  can  ba  usad  to  gat  to  tha  itaa  racord.  Whan  ILS  prompts  uith  ITEM  ‘  tha 
u*ar  aay  at  this  point  typa  aithar  /HE  and  raturn*  or  prass  tha  kay.  ILS 
will  taka  tha  usar  to  HELP  taxt  of  Chack  Out*  uhart  ha 

can  find  information  on  hou  to  chack  out  an  itaa  (including  information 
on  how  to  idantify  an  itaa). 

Tor  HEWLETT-PACKARD  264SA  timnils,  tha  /HE  function  kay  is  FS  . 

(Tor  aora  information  on  tha  spacial  functions  kays  and  thur  locations 
saa  CS  Spacial  functions  Kays.) 


1.1  .1.15  THE  f  6  FUNCTION  KEY 


AT  THE  PRESENT  TINE  THE  F  6  KEY  IS  UNDEFINED 


PRESS  F  TO  CONTINUE  FORWARD 

OR 

PRESS  ?  TO  <3 E7  TO  THE  TOP  DISCUSSION 


1.1.3.16  THE  F 7  TUNCYION  KEY 

AT  THE  PRESENT  TINE  THE  F  7  KEY  IS  UNDEFINED 


pie:s  f  to  ao  forward 

OR 

PRESS  T  TO  GET  TO  THE  TOP  DISCUSSION 


Pmga  * 


1.1.3.17 


THE  /  rUKCTION  KEY 


The  /  key  is  us  ad  to  gat  back  to  the  place  in  the  IIS  system  where  you  were 
JUST  BEFORE  you  imvid  where  you  art  now.  If,  for  txaaplt,  a  usar  begins 
working  m  ILS  by  logging  onto  tha  systaa  and  goas  to  CHECK  OUT,  and  than 
antacs  a  /  and  a  raturn.  ILS  will  taka  tha  usar  back  to  tha  subsystem  COMMAND 
laval.  If.  however.  tha  usar  goas  froa  (i.a.)  logging  onto  tha  systaa.  to 
CHECK  OUT.  and  than  to  CHECK  IK.  antanng  tha  s  kay  will  taka  tha  usar  back  to 
CHECK  OUT.  which  is  uhtre  tha  usar  was  ]ust  prior  to  going  to  CHECK  IK. 

REMEMBER:  ILS  raaaabars  only  ona  previous  function.  If  tha  usar  goas  froa 
CHECK  OUT  to  RENEW  and  than  froa  RENEW  into  CHECK  IN.  tha  usar  has  passed 
through  3  functions.  If  tha  usar  usas  tha  /  to  go  back  to  RENEW  CHECK  IN 
this  is  going  back  ona  function.  Now  if  tha  usar  usad  tha  /  again. 

ILS  will  return  not  to  CHECK  OUT.  but  will  go  to  tha  subsystem  COMMAND 

laval  instead.  ILS  only  raaaabars  ona  previous  function;  using  tha  /  twice  m 

succession  will  causa  ILS  to  revert  back  to  tha  subsystaa  comaind  level. 


1,1.4  SYSTEM  GLOSSARY 


The  following  is  a  glossary  of  taras  that  should  aid  tha  usar  in  perforaing 
functions  in  any  subsystem 


itaa 


Any  individual  piece  that  can  be  circulatad  or  usad 
within  tha  library  is  rafarrad  to  as  an  itaa.  Items  a?y 
range  froa  a  copy  of  r.  book  to  an  anatoaical  modal  or  a 
piece  of  hardware  or  equipment  such  as  a  calculator.  Tha 
ILS  Bibliographic  structure  is  sufficiently  flexible  to 
"catalog"  anything  that  tha  library  aay  wish  to  own  and 
circulata . 


A  user  is  a  staff  member  of 

at  tha  circulation  desk,  or 
a  catalogar. 


tha  library 

a  rafaranca 


such  as  a  clerk 
librarian  or 
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2 


CHECK  IK 


2.1  INTRODUCTION 


The  CHECK  IH  procedure  permits  authorized  users  to  absolve  patrons  of  any 
further  responsibili ty  for  items.  It  breaks  the  established  link  betueen  the 
patron  and  the  item,  so  that  the  patron  is  no  longer  responsible  for  the  item 

AVAILABLE  INFORMATION 

1 .  Overview  of  Check  In 

2.  Step  by  Step  Procedures  For  Check  In 

3.  Special  Features  of  Check  In 

Please  enter  the  number  of  the  type  of  information  you  desire- 


2.1  .  t  Cl  Overview 


CHECK  IN  is  the  process  by  which  a  patron  is  absolved  from  the  responsibility 
of  having  checked  out  a  given  item.  Items  may  be  checked  m  immediately 
upon  being  returned*  or  they  may  be  checked  in  at  some  later  time  when 
the  circulation  desk  is  not  very  busy.  Aftar  an  item  has  been  checked 
in  the  petron  is  no  longer  responsible  for  the  item. 


2.1.2  Cl  Step  By  Step 


CHECK  IN  requires  the  user  to  do  2  things1 


1.  IDENTIFY  THE  ITEflJS)  TO  BE  CHECKED  IN 
Search  ILS  for  this  item's  record  or 
if  the  item  is  bar  coded 
Wend  the  bar  code  label  on  the  item. 


2-  EXIT  FROM  CHECK  IN 

Terminate  CHECK  IN  by  entering  a  / . 


For  more  HELP  concerning  either  of  these  steps  anter  the  number  of  that 
step  and  press  RETURN. 
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2.1.3  Identify  Itaa 


IDENTIFYING  ITEMS  WITH  THE  BARCODE  SCAKNER 

The  barcode  ictnntt  is  tha  fastast  way  to  complete  any  transaction  in  IIS. 
Using  tha  barcoda  wand  eliminates  tha  naad  for  having  to  type  in  lengthy 
patron  data*  itam  data  and  tha  transaction  symbols  (a.g.  /CO  or  /Cl).  By 
uanding  ovar  a  codad  varsion  o f  this  saaa  data.  ILS  usars  will  not  experience 
tha  problams  associatad  with  aiskaymg  this  important  information. 

To  idantiiy  an  itaa  using  tha  barcoda  scannar.  tha  usar  must  first  ba  sura 
that  ILS  is  prompting  tha  usar  with  ITEM.  At  this  point  tha  usar  must  put  tha 
point  of  tha  wand  on  tha  barcoda  label*  and  aova  tha  point  of  tha  wand 
ovar  tha  pattarn  of  black  vartical  linas .  Xt  doas  not  mattar  if  tha  wand  novas 
from  tha  laft  to  right  sida  or  vica  varsa.  Sonatinas  it  halps  if  tha  uand  is 
hald  dixactly  ovar  tha  item,  instaad  of  at  a  slant  tha  way  ona  would  hold  a 
pan.  It  is  not  nacassary  to  scratch  tha  barcoda  label.  A  little  smooth  stroke 
is  all  that  is  needed.  Once  XLS  has  recognized  tha  itam.  it  will  respond  by 
beeping  once.  This  is  to  say.  "I  recognize  this  itamlu  After  a  little  practice 
with  tha  uand  usars  uill  faal  more  coafortabla  using  it. 

IDENTIFYING  ITEMS  WITHOUT  A  BARCODE  SCANNER 

Xt  is  soaetimas  tha  casa  that  usars  aithar  cannot  or  do  not  uant  to  usa  tha 
barcoda  uand.  Undar  thasa  circumstances  usars  may  instaad  accass  tha  XLS 
Master  Bibliographic  File  through  altarnata  options.  In  rasponsa  to  tha  prompt 
ITEn.  antes  ?  and  a  carriage  return.  XLS  uill  display  8  accass  options  and  an 
additional  option  which  affixes  short  massages  to  an  item  record.  They  are: 

( NOTE •  ONCE  YOU'RE  DONE  READING  AN  ITEn  I DEHTIFI CATION  OPTION 

ENTER  A  'T'  AND  A  RETURN  TO  GET  BACK  TO  THIS  DISCUSSIOMI) 


1 . 

IID#  * 

Itaa  Identification  • 

6  . 

TK 

*  Title  Kay 

2  . 

AU 

* 

Author 

7  . 

AT 

*  Author/Ti tie 

Kay 

3. 

CA 

9 

Call  Mumbec 

8  . 

SE 

*  Series 

<* . 

IS 

9 

IJ5SN/  ISBN 

9  . 

MI 

■  Massage  (for 

itaa  3ust  entered) 

5. 

LC 

»• 

Library  of  Congress  A 

2. 1.3.1  Access  by  Item  Identification  Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  ona  possible,  yet 
uncommon  uay  to  accass  an  itam  in  tha  ILS  system.  Tha  IXD*  is  tha  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  bar 
code  and  is  found  on  the  bar  coda  label.  It  can  ba  up  to  10  characters  long. 

To  access  by  the  item  identification  number*  enter  the  key  "XID*“  in  response 
to  tha  ILS  prompt  ITEM.  ILS  uill  then  ask  for  the  IID#  and  tha  usar  should 
antes  tha  symbols  as  they  appear  on  tha  item's  bar  coda  label. If  a  usar  chooses 
this  option,  it  is  essential  that  tha  characters  ba  entered  exactly  as  they 
appear. Any  discrepancies  in  tha  spacing  of  tha  characters  or  typos  uill  yield  a 
uzong  match  or  no  match.  Tha  usar  may  combine  thasa  s taps  into  ona  step  by 
entering  XIDMO  **  1  90  u  in  rasponsa  to  tha  prompt  ITEM. 

SAMPLE  *  ILS  prompts  ITEM  *  ILS  prompts  ITEM  * 

USER  types  IID*  OR  USER  replies  XXD»«0  s* 

Page 


1  90  * 
1  1 


T 


IL S  asks  for  the  IID* 
USER  tntaci  113#  value 


2.  1.3.2  Access  by  Author 


Accessing  en  itaa  by  the  AUTHOR  is  a  popular  access  option.  The  IIS  system 
uiil  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  don* 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries- 

SAMPLE :  A  U  » A  HD  ERSOH  ILS  uiil  display  all  entries  with  ANDERSON  as 

author*  without  regard  to  which  ANDERSON.  The 
user  may  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  tham  by  pcassxng  r  to 
FORWARD  thr O" "h  the  list  or  B  to  BACKUP, 


ID  TITLE  AND  AUTHOR 

1  The  Silver  Skates  by  Anderson,  Hans  Christianson 

2  The  Biography  of  by  Anderson,  Sandy  E. 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
C  DISPLAY  J  can  be  invoked  to  display  the  full  record  of  this  item*  to  verify 
that  it  is  the  correct  entry.  The  D  commend  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  aptj  on,  the  user  jiry  select  another  search  key  or 
quit  entirely. 


2. 1.3.3  Access  by  Call  Number 


Located  in  most  instance*  on  the  spine  or  some  other  visible  part  of  an  item, 
the  CALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaining 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  ell  over  the  world,  (Dewey.  Library  of  Congrass. 
and  the  National  Library  of  Medicine’s  being  the  mote  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  in  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones  . 

To  access  by  cell  number  the  user  must  type  in  CA  in  response  to  the  ILS 
^prompt  ITEM.  ILS  Will  reply  with  ENTER  THE  TULL  OR  PARTIAL  CALL  NUMBER.  Then 
the  user  can  enter  the  call  number  desired.  If  instead  the  user  wishes  to 
combine  these  two  steps  the  user  may  enter  CA*CA76.  15  in  response  to  the  ILS 
prompt  ITEM.  This  may  save  some  time.  If  the  user  wishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  ILS  will  display  5  entries  at  a 
time  on  the  screen. The  user  may  press  T  to  FORWARD  or  B  to  go  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  D  and  the  item's  ID  number 
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2.  Access  by  ISSN  or  ISBN 


The  ISSN  end  ISBN  ere  numeric  conventions  which  have  been  established  to 
standardize  the  identities  of  both  serials  end  monographs  respectively. 

They  ere  heavily  used  in  the  acquisitions  process  by  publishers  end 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
ltea.  The  nuabecs  are  a  code  which  identifies  both  the  publisher  end 
the  speciiio  itee. 

To  access  by  either  the  ISSN  or  ISBN  enter  IS  in  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSM/ISBN.  The  user 
must  then  enter  in  the  value.  The  user  nay  instead  combine  these  two  steps 
into  one  by  typing  IS »07 0 022 37 38  in  response  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  end  then  display  on  the  screen  ell  items  which  match.  If  the  user 
wants  a  specific  item,  cere  must  be  exercised  to  enter  the  value  exactly 
aorrect.  If  the  user  wishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  or  ISBN  need  be  entered. 


SAMPLE :  ILS  prompts  ITEM  ILS  prompts  ITEM 

(JSE*  replies  IS  OR  USER  replies  IS  *  07 0 0 2 2  37  3 B 

ILS  says  ENTER  THE  FULL .  -  - 
USE*  enters  0700223738 


ILS  will  then  search  the  ISSN/ISBN  index  to  find  all  possible  eetches.  end  will 
display  them  on  the  screen.  If  there  are  more  than  5  matches  ILS  will  display 
the  first  5  and  say  THE*£*3  MORE.  The  user  may  browse  through  the  matches  by 
typing  F  for  FORWARD  or  8  for  BACKWARDS.  If  the  correct  entry  is  found  the  user 
Bust  type  the  ID  •  of  the  correct  aatch.  If  the  user  wants  to  sae  the  full 
record  for  any  antry .  enter  D  and  that  entry's  ID  A. 


2135  Aooess  by  1C  Card  Number 


A  LIBRARY  OT  CONGRESS  CARO  NUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress  This  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congress  The  number  is  usually  one  of  the 
cataloging  eleeents  included  in  publishers'  Cataloging  In  Publication  (CIP) 
lata  It  is  typically  composed  of  2  characters  followed  by  a  hyphan  and 
1  to  8  additional  numbers 

To  access  by  *he  LC  *  the  user  sust  type  in  LC  m  response  to  the  ILS  prompt 
ITEM  ILS  will  then  respond  with  ENTER  THE  FULL  OR  PARTIAL  LC  A  :iset 
Bust  then  type  in  *  he  LC  •  It  is  possible  to  combine  these  2  steps  into  one 
3/  entering  LC ■ ’P - *  2 3»5a  in  response  to  tne  ILS  proept  ITEM  ILS  will  then 
leaccn  *:ne  LC  A  mde*  to  find  appropriate  matches  <Z  £  the  entire  LC  A  was 
entered  there  will  oe  only  one  eetch  if  •  partial  LC  •  was  entered  there  mey 
2e  s  e  *  •  t  a  *  » *  t  c  h  e  •  1  The  net  »ty  bnuii  *  h  r  o  u  g  n  the  matches  by  pressing  F  to 

set  entry  »s  found,  enter  the  ID  A  for 
it  is  the  correct  record  tne  full  recor 
he  entry's  ID  A 


Page  ’3 


SAPIPLE:  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  LCI  OR  USER  anter3  L  C  *  7  9  -  1  2  3  4  5  6 

ILS  says  ENTER  THE  FULL  . . 

’JSER  inttn  7  9-12  3456 


M.3.6  Access  by  Title  Kay 


Title  access  in  the  ILS  system  is  almost  the  same  as  uhat  is  lone  in  the  OCLC 
system.  Users  may  type  in  a  truncated  search  Key  composed  of  the  first  feu 
characters  of  the  first  feu  significant  uords  in  the  title.  Articles  and 
other  stop  listed  uords  ..eg.  a,  an,  the,  and,  United  States)  are  ignored.  The 
key  3,2,2. 1  is  used  to  match  the  first  3  characters  of  the  first  uori.  the 
first  2  characters  of  the  second  uord,  the  first  2  characters  of  the  third 
uord,  and  the  first  character  of  the  fourth  uord  in  the  title. 

To  access  by  title  key.  the  user  must  enter  TK  in  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IN  FORMAT  3.2,2,  1.  (MOTE:  if 
a  title  has  feuer  than  4  uords  enter  commas  consecutively  to  fill  in  the  key.) 
These  2  steps  may  be  combined  by  typing  Ce.g .  )  TK *  DO R , IL . ME , D .  ILS  uili  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key.  If 
there  are  more  than  5  matches  the  system  will  say  THERE’S  MORE  and  the  user  may 
brouse  through  the  entries  by  typing  F  for  FORWARD  or  3  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  ID  *. 


2. 1.3.7  Access  by  Author  Title  Kay 


The  AUTHOR/TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  a 
desired  record.  Although  the  same  uord*  may  be  found  in  the  titles  of  different 
works,  it  is  likely  that  diffezant  authors  say  be  associated  uith  each  title. 

In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3,2.2, 1  title  key. 

To  access  by  author/title  key  the  user  must  enter  AT  in  response  to  the  ILS 
prompt  ITEM.  ILS  uill  respond  uith  ENTER  1ST  4  CHARS  OF  AUTHOR’S  LAST  NAME  £ 

1ST  4  CHARS  OF  TITLE  IN  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  (e.g.) 

AT  *  A  LLP. ,  80  D  Y  for  the  entry  Body  Functions  by  Jon  Allred.  ILS  uill  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  m  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  ILS  will 
say  THERE'S  MORE  and  the  user  can  press  Rt *  JRN  to  vieu  them.  Tc  scan  through 

the  list  press  F  for  FORUARD  and  a  for  BACKWARD.  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 
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2. 1.3. 3  Access  by  Series 


Under  the  ILS  system  it  is  possible  to  access  records  m  the  Hester 
Bibliographic  File  by  the  SERIES  heeding.  Catalogers  and  other  library  staff 
a«y  find  this  access  poxnt  particularly  convenient  if  they  have  series  which 
comprise  many  issues.  These  are  most  notable  m  the  biomedical  and  physical 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation . 

To  access  ILS  via  the  series  option  the  user  must  enter  SE  m  response  to  the 
promt  ITEM.  (NOTE:  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  m  which  is  another  feature  of  the  circulation  subsystem 
end  uses  the  SE  commend.  Remember  that  the  serials  check  in  command  requires 
a  /SE  to  get  out  to  that  transaction  activity,  uhtrtas  accessing  a  record  by 
senes  heeding  requires  only  SE  m  response  to  the  ILS  prompt  ITEM .  )  ILS  will 
reply  with  ENTER  THE  FULL  OR  PARTIAL  SERIES.  The  user  may  then  anter  any  or  all 
words  of  the  series  heeding  that  are  known  end  ILS  will  search  the  series  index 
to  find  e  match.  ILS  will  display  all  matches  and  if  there  are  more  than  5,  the 
user  may  view  them  by  entering  F  for  FORUARD  or  3  for  BACKUP. 


2. 1.3.9  Massage  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  item  in  the  Circulation 
Subsystem,  ILS  allows  for  a  short  massage  to  be  entered. 


2.1.3.10  Cl  Complete  Transaction 


Exiting  froe  CHECK  IK  is  unlika  exiting  from  any  other  circulation  subsystem 
activity.  Although  the  /  key  is  used  to  exit  out  of  CHECK  IK.  it  does  not  do 
antirely  the  seme  thing  that  it  dots  when  it  is  used  to  exit  from  any  other 
circulation  activity.  In  any  other  circulation  activity  the  /  key  will  erase 
whatever  transection  had  just  been  entered  just  prior  to  entering  the  /  and 
going  up  to  the  circulation  subsystam  level.  IX  CHECK  IK,  houevar.  whila  the 
/  will  still  get  you  up  to  the  circulation  subsystem  level,  it  will  not  erase 
the  transection  which  just  absolved  the  patron  froe  responsibility  over  the 
Item  just  checked  in .  In  other  words,  the  erasure  between  patron  and  item  still 
stands  as  the  user  is  loved  up  to  the  circulation  subsystem  level. 


2  .  1  .  («  Cl  Special  Features 


The  CHECK  IK  procedure  has  the  following  special  features  associated  with  it? 

1  .  BEEPING  TOME  -  If  the  user  hears  e  beeping  tone  while  checking  in 
an  item,  it  means  that  theca  is  a  message  about 
that  item  appearing  on  the  CRT  screen.  The  message 
will  tell  the  user  whet  to  do  with  the  item.  Typical 
messages  could  tell  the  user  that  the  book  is  needed 
xa  binding,  or  that  it  is  a  temporary  item  and  must 
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1 


inPORAR* 
■  ABELS 
or 
MOT 


be  sant  to  cataloging  for  processing. 

As  items  are  checked  m.  it  is  important  that  the 
user  look  closely  at  the  bar  code  label-  If  it  is 
a  temporary  label  the  item  must  go  directly  to  the 
cataloging  department  to  be  processed.  If  the  item 
has  MO  3AR  CODE  LABEL  on  it.  the  user  must  search 
for  it  using  any  one  of  the  8  item  id  options  (see 
Identify  Item  under  Cl  Step  by  Step  Procedures). 


?ege  16 
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HECK  OUT 


3 . 1  INTRODUCTION 


The  CHECK  OUT  proc«dur«  ?«rait3  authorized  usr/s  to  usijn  responsibility 
for  item  to  patrons.  It  establishes  a  link  b  a  ;yeen  the  patron  and  the  item, 
mking  tha  patron  responsible  for  the  item  until  it  is  returned  to  the  library. 

AVAILABLE  information 

1 .  Overview  of  Check  Out 

2.  Step  by  Step  Procedures  For  Check  Out 

3.  Special  Features  for  Check  Out 


Pleese  enter  the  number  of  the  type  of  information  you  desire  : 

3.1.!  CO  Overview 


CHECK  OUT  is  the  procedure  used  by  the  library  to  maintain  control  of  its 
collection.  This  procedure  permits  patrons  to  use  the  items  owned  by  the 
library  while  providing  the  library  with  information  about  which  patrons 
hold  specific  items  and  when  items  are  due  to  be  returned  to  the  library. 
CHECK  OUT  requires  the  following  tuo  pieces  of  information: 


1  .  A  Patron  Identifier 


2.  An  Item  Identifier 


3.1.2  CO  Step  By  Step  Procedures 


-  A  patron's  full  name  registered  in  ILS 
or  the  bar  code  number  for  the  patron, 
which  is  equal  to  the  number  ILS  uses 
internally  to  identify  the  patron. 


Any  one  of  eight  pieces  of  information 
about  an  item  (e.g.  title,  author,  call!) 
or  the  bar  coda  number  for  the  individual 
item  (a  unique  number  for  each  piece) 
which  ILS  uses  internally  identify 
the  item. 


Check  out  should  follow  these  steps  ; 


t.  IDENTIFY  THE  PATRON 

Search  ILS  for  this  patron’s  record  or 
do  patron  registration 
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s  e  ;  "a;  s  ■=  ~  t  e ; 


Search  I  L  S  :  j:  t 
place  ‘.easora:;/ 


For  ti  o  r  e  H  £  1  ?  :cr,  earning 
step  and  press  R  E  7  ’J  3.K  . 


Identifying  the  Patron 


iny  and  all  ILS  functions  involving  patron  data  require  that  the  patron  be 
accurately  identified  i  n  toe  I  L  3  .  A  patron  t  a  y  re  i  d  e  n  1 1  i  1 1  i  r  y  either  -  a  r.  d  i  n  7 
the  bar  coda  :n  their  library  :  a  r  i  •  j:  entering  the  equivalent  tar  tree  tinier 
or  the  patron's  last  name  I  £  the  --and  is  tot  :se.i.  enter  tee  patron's  last 
narja  instead  of  the  barcode  nun  bet  to  avoid  typing  ms  taxes 

?  A  7  POM  IDENTIFICATION  OPTION. *5 

NAhlS-This  is  the  most  common  jay  to  enter  the  ration  data,  inter  the  full  last 
name  or  a  n  o  u 7 h  ;ha:act-v:s  of  "he  last  note  to  narrow  the  list  down  sufficiently 
to  display  the  desired  pacron  entry.  If  there  ire  note  than  5  oatcr.es  ,  IIS  will 
say  'THERE'S  -CRE)  and  the  user  nay  then  press  F  or  3  to  view  addition  el 
entries  that  naton.  If  the  Sth  entry  seats  to  be  the  correct  one.  press  F  to  be 
sure  that  the  6th  or  7th  ones  are  not  -dent:  cal  .iaaes  .  To  see  wore  indorsation 
for  a  patron  m  the  list,  enter  2  followed  by  the  mde>;  number  beside  the 
patron’s  naoe .  for  exsaple ,  if  you  had  a  list  like ■ 


1 

JONES . 

JOHN 

3  . 

2 

JOKES . 

JOHN 

D  . 

3 

JOKES . 

J  OHM 

D  . 

4 

JOKES . 

JOHN 

r 

5 

JOKES . 

JCMK 

R  . 

arid  you  uanted  to  display  note  information  from  the  patron' 
the  correct  entry,  you  could  enter  D2  or  Do  to  view  furth 
the  patron  record  to  accurately  identify  the  patron  fro c  th 


1  n  f  o  r  a  a  t 
1  *s  t . 


je.ee" 

:  o  n  from 


Once  you're  sure  that  you've  found  the  correct  entry,  enter  the  index  *  which 
appears  m  the  first  column  in  response  tc  the  prompt 


PATRON  ID  ♦  -  The  Patron  ID  s  is  aq u *  ~ t  to  the  bar  code  configuration  which 

^appears  on  each  patron’s  libra-;  .  ard  .  it  i*  -  ^  ^  e  up  cf  numbers  ana  other 
characters  which  are  transformed  into  a  pattern  f  thick  and  thin  lines  and 
spaces  which  together  Make  a  code  to  identify  bot  items  and  patrons  A  patron 
may  be  identified  by  this  code,  however,  it  is  suggested  that  the  staff  use  the 
wand  or  type  m  the  patron  name  whenever  possible.  hereby  dimming  the 
chance  of  a  typing  error. 


1 


PATRON  REGISTRATION  -  If  the  ?*tj  on  is  o  o  t  already  registered  ir.  the  patron 
List,  it  uill  be  necessary  to  antes  .  n  e  _  r  patron  lata  into  the  system  :*f  :re 
any  transaction  can  he  recorded  into  IIS  local  IIS  sites  nay  devise  tr.eir  own 
procedures  for  gathering  patron  information,  putting  it  into  the  system  at  sone 
later  tme.  for  a  fuller  discussion  of  patron  registration  refer  to  the  path 
PATRON  REGISTRATION . 


3.1.22  Identify  Item 


IDENTIFYING  ITEMS  WITH  THE  BARCODE  SCANNER 

The  barcode  scanner  is  the  fastest  way  to  complete  any  transaction  m  US. 
Using  the  barcode  wand  eliminates  the  need  for  having  to  type  in  lengthy 
?at  ron  data,  item  data  and  the  transaction  symbols  'eg  /CO  or  /Cl).  By 
-landing  over  a  coded  version  of  this  same  data,  IIS  users  will  not  experience 
the  problems  associated  with  mukeymg  this  important  information. 

To  identify  an  item  using  the  barcode  scanner,  the  user  must  first  be  sure 
that  115  is  prompting  the  user  with  ITEM  At  this  point  the  user  must  put  the 
point  of  the  wand  on  the  barcode  label,  and  move  the  point  of  the  wend 
over  the  pattern  of  black  vertical  lines.  It  does  not  matter  if  the  wand  moves 
fro*  the  left  to  right  side  or  vice  versa.  Sometimes  it  helps  if  the  wand  is 
held  directly  over  the  item,  instead  of  at  a  slant  the  way  one  would  hold  a 
pen.  It  is  not  necessary  to  scratch  the  barcode  label.  A  little  smooth  stroke 
is  all  that  is  needed.  Once  IIS  has  recognized  the  item,  it  will  respond  by 
beeping  once.  This  is  to  say,  'I  recognize  this  iterai'1  After  a  little  practice 
with  the  wand  users  will  feel  aota  comfortable  using  It. 

IDENTIFYING  ITEMS  WITHOUT  4  BARCODE  SCANNER 

It  is  sometimes  the  case  that  users  either  cannot  or  do  not  want  to  use  the 
barcode  wand.  Under  these  circumstances  users  may  instead  access  the  ILS 
Master  Bibliographic  rile  through  alternate  options.  In  response  to  the  prompt 
ITEM,  enter  1  and  a  carriage  return  IIS  will  display  8  access  options  and  an 
additional  option  which  affixes  short  message*  to  an  item  record.  They  are; 

(NOTE:  ONCE  YOU'RE  DONE  READING  AN  ITEJ1  IDENTIFICATION  OPTION 

ENTER  A  f  T  *  AMD  A  RETURN  TO  GET  BACK  TO  THIS  0ISCUSSI0M1) 

1.  IID**  Item  Identification  *  6.  TK  *  Title  Key 

2 .  A u  1  Author  T .  at  *  Author/Title  Key 

3.  CA  «  Cali  Number  3.  SE  ■  Series 

4-  13  3  ISSN/ 15 3 N  ?  MI  *  Message  (for  item  ;ust  entered) 

5.  1C  ♦  *  library  of  Congress  i 


3. 1.2. 3  Access  by  Itea  Identif icativ n  Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  m  the  IIS  system.  The  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  bar 
coda  and  is  found  on  tha  bar  code  label.  It  can  ba  up  to  10  characters  long. 

To  access  by  the  item  identification  number,  enter  the  key  **113*"  m  response 
to  the  IIS  prompt  ITEM.  IIS  will  then  ask  for  the  IID*  and  the  user  should 
enter  the  symbols  as  they  appear  or,  the  item’s  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  tharacters  be  entered  exactly  as  they 
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appear  .  Any  iiscra?anc:aj  i  n  t h a  spacing  of  the  characters  or  typos  will  yield 
jrong  match  or  no  match.  Tha  user  may  coramne  these  steps  into  one  seep  by 
entering  IID#*0  *♦  t  90  4  in  response  to  the  proopt  ITEM . 

SAMPLE:  IIS  prompts  I T  E  M  '•  ILS  prompts  ITEM  ; 

USER  types  IID*  OR  USER  replies  113**0  **  1  ?0  <* 

I IS  asks  for  the  II 3 • 

USER  enters  II D#  value 


3 . 1 . 2 . 4  Access  by  Author 


Accessing  an  item  by  the  AUTHOR  is  a  popular  access  option.  The  IIS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries: 

SAMPLE:  AU*ANDERS0N  IIS  will  display  all  entries  with  AMD ERS OH  as 

author,  without  regard  to  which  A HD ERS OH-  The 
user  may  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  say  scan  through  them  by  pressing  F  to 
FORWARD  through  the  list  or  3  to  3ACKUP. 


ID  TITLE  AMD  AUTHOR 

1  The  Sliver  Skates  by  Andersen,  Kans  ChL'istianscn 

2  The  Biography  of  by  Anderson,  Sr.rdy  t. 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  coemend 
C  DISPLAY )  can  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cennot  be 
found  using  this  access  option,  the  user  may  select  another  search  key  or 
quit  entirely . 


3.T.2.S  Access  by  Call  Number 


located  in  most  instances  on  the  spine  or  some  other  visible  pert  of  an  item, 
the  CALI.  NUMBER  is  perhaps  tha  most  efficient,  and  popular  way  of  gaining 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world,  (Dewey,  Library  of  Congress 
and  the  National  Library  of  Medicine's  being  the  more  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  m  the  collection 
The  call  number  can  be  as  long  as  is  the  collection  requires  .  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones  . 

To  access  by  call  number  the  user  must  type  in  CA  m  response  to  the  ILS 
prompt  ITEM.  ILS  will  reply  t-^lth  ENTER  THE  FULL  OR  PARTIAL  CALL  NUMBER.  Then 
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the  user  can  »nt«r  the  call  nuaibar  desired.  If  instead  the  user  uuhas  to 
co»bin«  the  sa  two  step*  the  user  may  enter  CA»$A?6.15  in  response  to  the  ILS 
prompt  ITEM.  This  aay  save  some  time .  If  the  user  uishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  ILS  will  display  5  entries  at  a 
time  on  the  screen. The  user  aay  press  F  to  FORWARD  or  3  to  go  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  itea  enter  D  and  the  item's  ID  number. 


3. 1.2.6  Access  by  ISSM  or  ISBN 


The  ISSM  and  ISBM  are  numeric  conventions  which  have  been  established  to 
s  t  and  a  tdizi  the  identities  of  both  serials  and  monographs  respective  ly  • 

They  are  heavily  used  m  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  j pec lfy mg  a  desired 
item.  The  numbers  ere  a  code  uhich  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSN  or  ISBN  enter  IS  in  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSN/ISBN.  The  user 
must  then  enter  m  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  IS- 0 70 0 2 2 3 ? 38  m  tespjnse  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  end  then  display  on  the  screen  all  items  which  match.  If  tha  user 
wants  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  uishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  or  ISBN  need  be  entared. 


SAMPLE :  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  IS  *  07 0 0 2 2 37 3$ 

ILS  seys  ENTER  THE  FULL... 

USER  enters  0700223738 


ILS  will  then  search  the  ISSN/ISBN  index  to  find  all  possible  matches,  and  will 
display  them  on  the  screen.  If  there  are  more  than  5  matches  ILS  will  display 
the  first  5  and  say  THERE'S  MORE  The  user  say  browse  through  the  matches  by 
typing  F  for  FORWARD  or  B  for  BACKWARDS.  If  the  correct  entry  is  found  the  user 
must  type  the  ID  •  of  the  correct  match.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  0  and  that  antry's  ID  #. 


3. 1.2.7  Access  by  LC  Card  Number 


A  LIBRARY  OF  CONGRESS  CARD  NUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress.  This  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  in  publishers’  Cataloging  In  Publication  (CIP3 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  6  additional  numbers. 

To  access  by  the  LC  ♦  the  user  must  type  m  LC  in  response  to  the  ILS  prompt 
ITEM.  ILS  u i 11  then  respond  with  ENTER  THE  FULL  OR  PARTIAL  LC  •  user 
must  then  type  m  the  LC  •.  It  is  possible  to  combine  these  2  steps  into  one 
by  entering  LC*79-123U56  in  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
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search  the  L  C  A  index  to  find  appropriate  nat:h»s  .  I  i  the  ■?  n ' : :  3  1C  *  was 

enticed  chera  will  be  only  one  natch,  if  a  partial  1 C  *  -as  entered  there  ■nay 

be  bevetal  matcnesJ.  The  user  may  Crouse  through  tha  hatches  by  pressing  F  to 
FORWARD  and  3  to  3ACKUP.  If  the  correct  entry  is  round,  enter  the  10  *  for  that 
entry.  Id  the  user  is  not  sure  that  it  is  the  correct  record  the  full  record 

jay  be  called  up  by  pressing  D  and  the  entry's  II  * 


SAMPLE  1  IS  prompts  ITEM  :  IS  prompts  ITEM 

USER  replies  LC*  3 R  USER  enters  LCS'"?-123456 

IIS  says  ESTER  THE  TULL... 

USER  enters  79-123456 


3. 1.2.3  Access  by  Title  Key 


Title  access  in  the  ILS  system  is  almost  the  same  as  what  is  done  in  the  3CLC 
system.  Users  may  type  in  a  truncated  search  key  composed  of  the  first  few 
characters  of  the  first  feu  significant  words  m  the  title.  Articles  and 
other  stop  listed  words  (a. 3.  a,  an.  the,  and.  United  States)  are  ignored.  The 
key  3,2,2, 1  is  used  to  match  the  first  3  characters  of  the  first  word,  the 
first  2  characters  of  the  second  word,  the  first  2  characters  of  the  third 
word,  and  the  first  character  of  the  fourth  word  m  the  title. 

To  access  by  title  key.  the  user  must  enter  TK  in  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  uith  EXT E R  THE  TITLE  KEY  IX  FORMAT  3,  2.2.1,  (XCT£:  if 
a  title  has  fewer  than  4  words  enter  commas  consecutively  to  fill  in  the  key.) 
These  2  steps  may  be  combined  by  typing  (e.g.)  TK * 30R . IL . ME , D .  ILS  mil  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key  If 
there  are  more  than  5  matches  the  system  will  say  THERE'S  MORE  and  the  user  may 
browse  through  the  entries  by  typing  F  for  FORWARD  or  B  for  3rtCKUAkJS.  Vo  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  ID  $ 


3. 1.2.9  Access  by  Author  Title  Key 


The  AUTHOR/TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  a 
desired  record.  Although  the  same  words  may  be  found  in  the  titles  of  different 
works,  it  is  likely  that  different  authors  may  be  associated  with  each  title. 

In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3,2,2,  1  title  key. 

To  access  by  authors ti tie  key  the  user  must  enter  AT  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  respond  with  EXTER  1ST  4  CHARS  OF  AUTHOR'S  LAST  MADE  £ 

1ST  4  CHARS  OF  TITLE  IX  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  (e.g.) 

(AT* ALLR . BODY  for  the  entry  Body  Functions  by  Jon  Allred.  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  in  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  ILS  will 
say  THERE'S  MORE  and  the  user  can  press  RZTURX  to  view  them.  To  scan  through 

the  list  press  F  for  FORUARD  and  3  for  3ACKUARD.  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry 
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3.1.2.10  Access  by  Senas 

Under  the  ILS  system  it  is  possible  to  access  records  in  the  Hester 
Bibliographic  rile  by  the  SCRIES  heeding.  Cat«logers  and  ocher  library  staff 
■  ay  find  this  access  point  particularly  convenient  if  they  have  senes  which 
comprise  aany  issues.  These  are  most  notable  m  the  bioeedical  and  physical 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation . 

To  access  ILS  via  the  series  option  the  user  lust  enter  SE  m  response  to  the 
prose  ITEM.  (NOTE-  This  itee  option  should  not  be  confused  with  the  /SE  coasand 
for  serials  check  in  which  is  another  feeture  of  the  circulation  subsystaa 
and  uses  the  SE  coaaend.  Reaeaber  thet  the  serials  check  in  coaeend  requires 
a  /SE  to  get  out  to  thet  transection  ectivity.  whereas  accassing  a  record  by 
series  heading  requires  only  SE  i ft  response  to  the  ILS  prompt  ITEM.)  ILS  will 
reply  with  ENTER  THE  rULL  OR  PARTIAL  SERIES.  The  user  aey  then  inter  any  or  all 
words  of  the  series  heeding  thet  are  known  and  ILS  will  search  the  series  index 
to  find  a  aatch.  ILS  will  display  all  matches  and  if  there  are  aora  than  5.  the 
user  aey  view  thea  by  entering  T  for  FORWARD  or  3  for  BACKUP. 


3.1.2.11  message  (Itea  Just  Entered) 


laaedietely  after  a  user  has  identified  an  itn  in  the  Circulation 
Subsystem.  ILS  allows  for  e  short  aessaga  to  be  entered. 


3.1.2.12  Complete  Transection 


After  the  correct  patron  end  the  correct  ifcem(s)  have  been  identified  into  the 
ILS.  the  user  must  now  COMPLETE  THE  TRANSACTION.  It  is  not  sufficient  to  stop 
here,  because  up  to  this  point  the  date  has  not  been  peraanently  filed  away. 

The  user  must  complete  the  transection  by  pressing  the  -  end  a  return  or  by 
pressing  the  f2  key  in  order  to  have  ILS  peraanently  file  the  transection  away. 

To  complete  e  circulation  subsystem  transection,  the  user  must  press  either 
special  function  key  2  or  the  up  arrow  or  -  key.  This  will  cause  the  date 
stored  in  the  terminal  to  be  transmitted  to  the  computer  and  recorded  in  the 
Master  Bibliographic  File.  In  the  event  thet  a  usar  does  not  went  to  coaplete 
the  transaction  (e.g.  if  a  demo  is  being  given,  or  if  a  patron  decides  at  the 
lest  minute  not  to  check  out  this  book  after  mil)  PRESS  ABORT  or  the  SPECIAL 
FUNCTION  S  key  or  /  and  return  and  the  transaction  will  be  erased  completely. 

It  will  be  the  seme  as  if  the  data  had  never  been  typed  in  in  the  first  piece. 
This  also  means,  however,  thet  if  the  user  fails  to  prass  -  or  function  2  key 
IMMEDIATELY  after  entering  the  last  itam.  the  good  date  could  be  erased  tool i 1 


3.1.3  CO  Special  Features 


There  ere  some  special  features  in  CHECK  OUT  thet  users  should  be  aware 
of  which  may  be  of  help  uhen  performing  CHECK  OUT.  They  an 
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Due 


a  t  a  Override 


Jser3  aay  r^.ude  the  iue  date  f  ?r  an  item 
after  it  has  just  been  ;tec/ed  out  by  entering 
two  characters.  DO  for  Due  Data.  ILS  will  then 
ask  for  a  r.eu  due  date  Jsers  nay  then  enter  an 
actual  new  due  date  or  a  symbolic  ?.eu  due  date. 
An  actual  nau  due  date  means  entering  the  actual 
date  an  item  is  due  (^/30/SO).  A  symbolic  due 
date  a eans  advancing  the  due  date  a  certain 
number  of  days  from  today  and  ts  entered  as 
T+soma  number  If  the  item  jii  originally  due 
y/15,  by  typing  T*15  it  uill  nou  be  due  on  *J/30. 
MOTE*  If  the  item  just  checked  m  is  a  serial 
temporary  item,  type  ’S’  instead  of  T*"7  .  'S' 

is  equal  to  one  loan  period  of  "*  days. 


2.  The  Patron  at  the  -  when  searching  the  ILS  Patron  list  for  the  correct 

“Bottom'1  of  the  patron,  users  must  MOT  assume  that  the  last  patron 

Patron  list  on  the  screen  (the  5th  one  displayed)  is  the  only 

patron  with  that  name.  If  the  last  name  on  the 
screen  seems  to  be  the  correct  entry,  users  should 
still  go  FORWARD  one  screen  to  find  out  if  there 
are  any  more  entries  with  the  same  name.  The 
chances  of  this  happening  are  especially  high  for 
common  surnames  such  as  Smith,  Jones  or  Broun. 

3.  Special  Use  of  -  The  /  key  used  in  CHECK  OUT  does  something  .TORE 

tha  /  Key  to  than  it  does  generally  in  IIS  (see  CS  Special 

Suit  and  Erase  Features  for  a  general  discussion  cf  the  /  key), 

the  transaction  Here,  if  you  want  to  quit  checking  out  an  item 

because  (a.g.)  you  made  an  error  or  want  to  go  to 
scree  other  function  and  if  you  DO  HOT  uant  ILS  to 
maka  ary  record  of  this  event  (you  must  not  have 
pressed  the  COUPLETS  TBAMSACTIQM  key  yet),  you  mey 
then  enter  /  or  /  and  some  other  function  code 
(i.e.  /Cl  or  /HE)  and  ILS  will  take  you  thera  . 

Mote  that  if  you  enter  only  the  / ,  ILS  will  take 
you  uherever  you  were  before  you  came  to  CHECK 
OUT.  REMEMBER-*  the  /  will  not  record  any  item* 
that  were  in  the  process  of  being  checked  out  to 
the  last  identified  patron. 
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4  INTER-LIBRARY  LOAN 


4 . 1  INTRODUCTION 


The  INTERLI3RARY  LOAN  pcoctduri  is  us«d  when  borrowing  items  from  or 
lending  items  to  other  institutions  When  used  in  :orr]uction  with  CHECK 
OUT  and  CHECK  IN  it  pazsits  the  library  to  ><ae  p  an  accurate  record  of 
all  Interlibrary  Loan  activity. 

AVAILABLE  INFORMATION 

1  .  Overview  of  XL 

2 .  Step  by  Step  Procedures  Tor  IL 

3.  Special  features  for  IL 


Please  enter  the  number  of  the  type  of  information  you  desire- 


4.1.1  IL  Overview 


HELP  TEXT  TOR  THIS  ACTIVITY  IS  IN  PROCESS.  FUTURE  RELEASES  OT  ILS 
SOFTWARE  WILL  INCLUDE  THIS  MATERIAL. 

LOCAL  ILS  SITES  THAT  WISH  TO  CREATE  THEIR  OWN  KELP  DISCUSSIONS  ARE 
REFERRED  TO  THE  ONLINE  DOCUMENTATION  IN  ILS  "HELP*1. 


4.1.2  IL  Step  By  Step 


HELP  TEXT  TOR  THIS  ACTIVITY  IS  IN  PROCESS.  FUTURE  RELEASES  OF  ILS 
SOFTWARE  WILL  INCLUDE  THIS  MATERIAL. 

LOCAL  ILS  SITES  THAT  WISH  TO  CREATE  THEIR  OWN  HELP  DISCUSSIONS  ARE 
ERRED  TO  THE  ONLINE  DOCUMENTATION  IN  ILS  "HELP". 


4.1.3  IL  Special  Features 


When  using  the  ILL  routine,  users  must  remember  to  first  create  a  tamporary 
record  for  the  item  to  be  borrowed  from  another  library  ILL  only  serves  to 
record  the  fact  that  an  mterlibrary  loan  transaction  has  taken  place,  it 
DOES  NOT  do  anything  to  directly  affect  the  CHECK  IN  or  the  CHECK  OUT  of 
the  item. 
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message 


5 .  >  rxrRooucrrcN 


The  MESSAGE  procedure  allows  the  library  staff  to  attach  a  free  text  message 
to  th«  patron  record  or  the  iram  record. 


AVAIL  A3  IE  I H  TO  P M  A  TICK 
1.  Overview  of  Message 

2  Step  by  Step  Procedures  For  Message 
3.  Special  Features  for  Message 


Please  enter  the  number  of  the  type  of  information  you  desire: 


5.1.1  ME  Overview 


MESSAGE 

MESSAGE  allows  the  library  staff  to  attach  ?  free  tei:t  message  to  the  patron 
record  or  the  item  record  For  example,  a  ,?essag2  attached  to  the  .item  record 
might  note  torn  or  missing  pages.  A  patron  message  could  notify  the  patron 
that.  a.g..  the  reference  department  had  found  information  which  he  or  she 
had  requested  earlier.  Me.*/,  ages  are  av!tofaia tic  ally  displayed  whenever  the 
record  to  which  they  an  are  attached  is  called  up.  These  messages  may  be 
saved  or  deleted  after  being  displayed. 


5  .  T  .  2  ME  Step  3y  Step 


MESSAGE  allows  the  authorised  user  to  leave  a  message  associated  uith 
either  a 

1.  patron  record  or 

2.  item  record 

If  the  user  wants  to  leave  p  message  in  a  patron  record,  the  necessary  res¬ 
ponse  to  the  question  (P  OR  I)  is  To  assign  the  message  to  a  specific 
patron,  the  user  has  four  options  for  identifying  the  patron.  Type  in 
either : 

a.  the  patron's  identification  number  in  the  system 

b.  the  patron's  name  {surname  first)  or  a  truncation  of  surname 
e.  DP.  then  the  identification  code  of  a  library  department 

d.  ?R,  then  a  full,  new  patron  registration  (for  unregistered 
ones  )  . 
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Hot*  that  th*  patron's  bar  coda  can  also  ba  wended  tor  i dan tifica t ion . 


DETAILED  PROCEDURES  for  Patron  Message 

a.  Entar  either  th*  patron's  id  nuabar  or  his  lurnam*  or  a  truncatad  version 
of  it.  Tha  id  nuabar  is  tha  numaric  version  of  th*  bar  cod*.  If  th*  sys- 
taa  is  abla  to  locat*  tha  patron's  record,  you  mil  be  prompted  to  ratyp* 
tha  id  nuabar  based  on  tha  found  record  (found  iron  nan*). 

Kou  aey  also  ratyp*  a  truncatad  version  of  th*  name  for  th*  saa*  effect. 

Tha  screen  will  than  display  )>  at  th*  left  margin.  You  aay  now  enter  tha 
first  line  of  tha  massage.  Two  more  lines  nay  be  added  Cuban  you  see  2> 
and  3>  ) ■  Kota  that  any  aassagas  already  assigned  to  th*  patron  era  dis¬ 
played  before  th*  1>  appears. 

b.  Provide  patron's  surname,  first  name,  ate.  or  a  truncation.  If  his  record 
is  found,  th*  1>  will  appear  at  th*  left  margin.  You  aay  type  tha  first 
line  of  tha  massage  and  continue  to  line  2  (at  2>  )  and  line  3  (at  3>  ). 

c.  Hot  currently  operational. 

d.  Saa  HELP  instructions  for  Patron  Registration.  Go  to  tha  General  Func¬ 
tions  module  (selection  *^6  under  Circulation  module)  and  salact  *)3 
(Patron  Registration). 

If  you  wish  to  associate  a  massage  with  an  item  in  the  library's  collection. 

respond  to  the  CP  OR  I)  question  with  I.  To  assign  a  message  to  en  item. 

there  ere  nine  options.  Type  in  either : 

a.  Tha  item's  id  number 

b.  AU  (to  identify  by  author’s  name) 

c.  CA  (to  locate  by  call  numbar) 

d.  IS  (to  find  tha  item  by  IS 8M  or  ISSH) 

a.  LC  (to  identify  by  Libzazy  cf  Congress  numbez> 

f.  TK  (to  identify  by  author  key) 

g.  AT  (to  find  by  author-titla  key) 

h .  SE  (to  find  by  scries) 

i.  (II  (to  leave  a  message  for  the  previously  entered  item). 

Mote  that  if  the  item  is  in  hand,  its  label  can  be  wanded  for  idantii ic ation . 

DETAILED  PROCEDURES  for  Itam  Message 

a.  Provide  the  item's  id  number.  If  the  item's  record  is  found,  th*  1>  will 
appear  at  the  left  margin.  You  aay  type  the  first  line  of  the  and 
continue  to  line  2  (at  2>)  and  line  3  (at  3>).  Mote  that  any  messages 
alraady  assigned  to  the  item  appear  above  the  1>. 

b.  Key  in  the  author's  name,  surname  first,  or  a  truncation  of  it.  Then  pro¬ 
vide  the  index  number  indicated  when  the  retrieved  name  is  displayed. 

If  the  number  is  accepted,  the  1>  will  appear  at  the  left  margin  as  before. 
Proceed  to  key  in  your  message. 

o.  Type  in  the  call  number  or  a  truncation  of  th*  item  for  which  you  wish  to 
leave  a  message.  Provide  the  index  number  as  in  b.  above.  When  the  1> 
appears,  type  in  your  message. 

d .  Key  in  the  number  of  th*  item  or  a  truncation  of  it.  If  multiple  options 
are  offered,  select  the  correct  on*  and  enter  its  index  numb*.  Uhen  th* 
the  1>  appears,  key  in  your  message. 

e.  Provide  the  LC  catalog  number  of  the  item.  uhen  th*  t>  appears,  type  the 

message . 

f.  Type  the  appropriate  characters  of  the  title  key  (the  first  3  characters 
of  the  first  word,  first  2  of  the  next,  first  2  of  the  third,  and  first 
of  the  fourth,  each  separated  by  commas).  Uhen  the  item  is  found,  type 
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its  index  number.  Kay  in  the  sassage  when  the  1>  appears  at  ft  margin. 

g.  Provide  the  appropriate  letters  for  the  author-title  key  (first  •*  charac¬ 
ters  of  each,  separated  by  comma) .  Next  key  in  the  index  nuaoun. 

Provide  the  message  uhen  1>  appears. 

h.  Type  the  series  heading  or  a  truncation  of  it.  If  a  truncation,  select 
the  appropriate  index  number  unen  it  appears.  When  the  1>  appears  type 
in  the  message. 

i.  ILS  will  display  the  item  you  had  last  entered  in  the  Circulation  Sub¬ 
system.  A  message  may  be  added  uhen  the  1>  appears  at  the  left  margin. 


5.1.3  HE  Special  Features 


1.  flessege  is  a  generalized  form  of  Pull.  Thus  uhen  a  patron  or 

item  record  is  retrieved,  other  messages  may  already  be  assigned  to  it. 

2.  When  displaying  information  retrieved  from  a  search  of  the  files  based 
on  a  truncated  term,  ILS  uill  display  five  (5)  retrieved  entitios  at  a 
time.  There  may  be  more  than  five  that  were  retrieved.  To  view  all 
entities  retrieved,  continue  to  press  F  to  advance  m  the  list.  When 
the  list  is  exhausted,  there  will  no  longer  be  a  prompt  at  the  bottom 
of  the  screen  3ayxng  THERE'S  MORE.  To  go  backward  in  the  list,  push  3. 
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6  MAHOUT 

6 . 1  IMTROOUCTIOM 

The  MAIL  OUT  procedure  is  used  to  produce  a  sailing  label  foe  item*  sent  out 
of  the  library . 

AVAILABLE  INTO  RM AT IOM 

1.  Overview  of  Mail  Out 

2.  Step  by  Step  Procedure*  Tor  Mail  Out 

3.  Special  Features  for  Mail  Out 

Please  enter  the  nueber  of  the  type  of  information  you  desire 

6.1.1  MO  Overview 


fiail  Out  generates  a  mailing  Label  to  send  an  item  in  the  library  collection 
to  a  patron.  Both  the  patron  and  the  item  suit  be  identified  by  the  *y*tem 
to  generate  the  correct  lebel.  The  patron  may  be  identified  by  id  number, 
by  name,  a*  a  library  department,  or  by  defining  a  new  patron  through  patron 
rag  is tr ation .  The  itea  may  be  identified  by  one  of  eight  identifiers  or  as 
the  previously  entered  itea  which  the  system  will  identify  for  you. 


6  .  t  .  2  MO  Step  By  5 te  p 


PU  Special  Features 

1.  Uhen  displaying  information  retrieved  froa  a  search  of  the  files  based 
on  a  truncated  term,  ILS  will  display  five  (5)  retrieved  entities  at  a 
time.  There  may  be  more  than  five  that  were  retrieved.  To  view  all 
entities  retrieved,  continue  to  press  F  to  advance  in  the  list.  Uhen 
the  list  is  exhausted,  there  will  no  longer  be  e  prompt  et  the  bottom 
of  the  screen  saying  THERE’S  MORE.  To  go  backuard  in  the  list,  push  5 


6.1.3  MO  Special  Features 


is  of  June  23.  1  980.  there  are  no  special  features  for  the  MAHOUT  function. 


i 


Page  29 


■ 


7 .  1  IKTR0DUC7I DM 


The  PULI,  procedure  is  used  no  identify  **:ens  that  ire  to  be  removed 
iron  the  shelf  'a.  3..  periodicals  to  be  sound/. 


avail a 3 is  rxroar AttoH 

I.  Overview  cf  pull 

2  .  Step  by  Step  Procedures  For  Pull 

3  Special  Features  for  Pull 

Please  enter  the  number  of  the  type  of  information  ycu  desire 


7.1,1  ?  U  Overview 


ihe  PULL  procedure  xs  used  to  identify  items  that  are  to  be  removed 
from  the  shelf  <«.  g.,  periodicals  to  be  bound).  This  module  'works 

like  has  sage  in  that  both  patron  and  item  records  are  flagged  with  a  me?-* 
saga.  In  this  case,  the  message  :.s  to  pull  an  item  (which  may  be  assigned 
to  a  library  patron  or  department)  from  circulation. 


7.1.2  ?U  Step  By  Step 


PULL  allows  the  authorized  user  to  identify  an  item  (and  a  patron  currently 
associated  with  itJ  so  that  the  item  can  be  removed  from  circulation.  First 
the  item  must  be  identified  to  the  system.  The  user  must  e~ter  one  of  the 
following ; 

a.  the  patron's  identification  number  m  the  system 

b.  the  patron’s  name  (surname  first)  or  a  truncation  of  it 

c-  DP.  then  the  identification  code  of  a  library  department 

d.  PR.  then  full/  new  patron  registration  (for  unregistered  ones). 
Mote--  the  patron's  bar  code  can  also  be  wanded  to  identify  the  patron 
to  the  system. 

Jet*. lied  Ptocedures-Patron  ID  for  PULL 

a.  Enter  the  patron’s  id  number,  if  known.  The  next  prompt  will  be  for  the 
item  identification.  See  DETAILED  PROCEDURES  for  Item  Identifica¬ 
tion  for  pull  below. 

b.  Enter  the  patron's  surname  or  a  right  truncation  of  it,  if  known.  If  a 
truncation  of  the  name  is  entered,  a  choice  of  candidates  will  be  dis¬ 
played.  Select  the  corresponding  index  number  and  type  it  in.  The  sur¬ 
name  and  its  id  number  in  parentheses  will  be  displayed.  The  next  prompt 
will  be  for  the  id  of  the  item  to  be  pulled. 
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C.  Mot  presently  operational. 

d  See  HELP  instructions  for  Patron  Registration  So  up  to  the  Circula¬ 
tion  module  and  select  #16  for  General  Functions.  Select  *13  of  General 
Functions  for  HELP  on  Patron  Registration. 

Mext  the  system  will  prompt  you  for  the  item  identification.  The  following 

choices  ere  available  to  identify  an  item.  Enter  either' 

a.  the  item’s  id  number 

b.  k\i  (to  identify  by  author's  name) 

c.  Ck  (to  locate  by  call  number) 

d.  IS  (to  find  the  item  by  ISBM  or  ISSN) 

e.  LC  (to  identify  by  Library  of  Congress  number) 

£.  TK  (to  identify  by  author  key) 

g.  AT  (to  find  by  author-ticla  kmy) 

h.  S Z  (to  find  by  series) 

i.  rtl  (to  flag  the  previously  entered  item  to  be  pulled). 

Detailed  Procedures-Item  ID  for  PULL 

a.  Provide  the  item's  id  number.  If  the  item's  record  is  found,  the  date  is 
needed  next. 

b.  Key  in  the  author’s  name,  surname  first,  or  a  truncation  of  it.  If  a  trun¬ 
cation.  provide  the  index  number  indicated  when  the  name  is  displayed. 

c.  Type  m  the  call  numb*  -  or  a  truncation  of  it  for  the  item  to  be  pulled. 

If  a  truncation,  provide  the  index  number  as  m  b.  above. 

d.  Key  in  the  number  of  the  item  or  its  truncation.  If  a  truncation,  key  m 
the  index  number  which  corresponds  to  the  listed  item  to  be  pulled. 

e.  Provide  the  LC  catalog  number  of  the  ltao . 

i.  Type  the  appropriate  charactars  of  the  title  key  (the  first  3  characters 
of  the  first  word,  first  2  of  the  next,  first  Z  of  the  third,  and  first 
of  the  fourth,  separated  by  commas).  When  the  item  is  found,  type  the  in¬ 
dex  nuaber  of  the  correct  item  in  the  list. 

g.  Provide  the  appropriate  letters  for  the  author-title  key  (first  4  charac¬ 
ters  of  each,  separatad  by  a  comma).  Kent  key  in  the  index  number  shown. 

h.  Type  the  series  heading  or  a  truncation  of  it.  If  a  truncation,  enter 
the  index  number  of  the  appropriate  item. 

i .  ILS  will  display  the  item  you  had  last  entered  m  the  system. 


7.1.3  PU  Special  Features 


1.  Pull  is  a  specialized  form  of  Message.  Thus  when  a  patron  or 

itea  record  is  retrieved,  other  messages  may  already  be  assigned  to  it. 

2.  When  displaying  information  retrieved  from  a  search  of  the  files 

on  a  truncated  term,  ILS  will  display  five  (S)  retrieved  enties  at  a 
time.  Th  *aay  be  more  than  five  that  were  retrieved.  To  view  all 
entities  xt:riev«d.  continue  to  press  F  to  advance  in  the  list.  When 
the  list  is  exhausted,  there  will  no  longer  he  a  prompt  at  the  bottom 
of  the  screen  saying  THERE’S  MORE.  To  go  backward  in  the  list,  push  3. 
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3 . !  iKrauDuci :cm 


X  E  C  X  L  m  is  used  to  jer.erata  a 
item  currently  cr.a^ai  ju:  t 
:  o  u  ii  be  t.ud  arutner  patron 
i a  bini;nj  or  :or  an  exhibit 


asking  that  an 
the  library.  T t 
item  is  nee  ted 


AVAILABLE  INFCP.r.^::  ^ 


Overview  of  Secaii 


2  5 tap  by  Step  Procedures  rn  Re-:  a  -l 

3 .  Special  features  for  Recall 


Please  aruer  the  number  of  the  type  of  information  you  desire 


RC  Overview 


'irCAi:  is  used  :o  generate  a  I'tiiten  notice  to  a  patron  r  asking  that  an 
ites.  cvcient-iy  checked  cut  to  the©  bt  returned  to  the  library.  The  I  IS 
Patron  Secocd  keeps  track  of  the  patrons  address  and  other  identifying 
information,  and  this  information  is,  therefore,  typed  out  onto  the  recall 
nonce  automatically.  The  user  is  required  *o  enter  only  item  identification 
A  «  :<? 


3  ’  :  RC  Step  3y  Step 


RECALL  requires  the  user  ;o 

1  ILEMTir?  THE  ITE ,*T :  The  user  may  use  any  one  of  the  various  item 
identification  options  for  an  m  depth 
discussion  os  this,  press  ’  to  continue. 


3  .  2  .  Identify  Item 


IOEMT'rE  YIMG  IT  EttS  VJ I T H  THE  3A?C::DE  SCAMMER 

The  oarcoda  scanner  is  the  fastest  way  to  complete  any  transaction  i n  ITS. 

J S 1  n g  the  barcode  vani  eliminates  the  need  for  having  to  type  in.  lengthy 
patron  d  a  :  a  .  item  data  and  the  transaction  symbols  (e.g.  •  ZZ  or  /Cl).  3y 
u an dmg  over  a  coded  version  of  this  same  data.  ILS  ,sars  will  not  experience 
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the  >iobltaa  tsiociitad  with  auHiym?  this  important  information. 

To  identify  an  item  using  the  barcode  scanner,  the  :ser  must  first  be  jur» 
that  IIS  is  prompting  the  user  with  ITEM.  At  this  ?o;.r.  the  user  must  put  the 
point  of  the  wand  on  the  barcode  label,  and  move  the  point  of  the  wand 
over  the  pattern  of  black  vertical  lines.  It  does  not  matter  if  the  wand  aoves 
from  the  left  to  right  side  or  vice  versa.  Sometimes  it  helps  if  the  wand  is 
held  directly  over  the  item,  instead  of  at  a  slant  the  way  one  would  hold  a 
pen.  It  is  not  necessary  to  scratch  the  barcode  label.  A  little  smooth  stroke 
is  all  that  is  needed.  Once  IIS  has  recognized  the  item,  it  will  respond  by 
beeping  once.  This  is  to  say.  ’I  recognize  this  iteai'  After  a  little  practice 
with  the  uend  users  will  feel  more  comfortable  using  it. 

IDENTIFYING  ITEMS  WITHOUT  A  3ARC0DE  SCAMMER 

It  is  sometimes  the  case  that  users  either  cannot  or  do  not  went  to  use  the 
barcode  wand  Under  thes  circumstances  users  may  instead  access  the  IIS 
Master  Sibil  ogr  aphic  File  through  alternate  options.  In  '■asponse  to  the  prompt 
ITEM,  enter  ?  and  a  carnage  return.  ISS  will  display  S  access  options  and  an 
additional  option  which  affixes  short  massages  to  an  item  record.  They  are 


(MOTE-  OMCE  TOU'KE  DOME  READING  AM  ITEM  IDENTIFICATION  OPTION 


ENT 

ER  A  *  T 1  AND  A  RETURN  TO 

GET 

BACK 

TO 

THIS  DISCUSS 

ION  1  ) 

1 . 

XI 

D  •  * 

Item  Identification  # 

6  . 

?K 

• 

Title  Key 

2  . 

AU 

3 

Author 

7  . 

AT 

* 

Author /Tit  la 

Key 

3  . 

CA 

■ 

Call  Number 

8  . 

SE 

» 

Series 

a . 

IS 

- 

ISSN/ ISBN 

?  . 

MI 

» 

Message  (for 

item  lust 

5  . 

LC 

Libzary  of  Congress  ♦ 

5.  1.2.2  Access  by  Item  Identification  Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  uay  to  access  an  item  m  the  IIS  system.  The  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  bar 
code  end  is  found  on  the  bar  code  label.  It  ca..  be  up  to  10  characters  long. 

To  access  by  the  item  identification  number,  enter  the  key  in  response 

to  the  ZLS  prompt  ITEM.  1L3  will  then  ask  for  the  IID*  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item's  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear. Any  discrepancies  in  the  spacing  of  the  characters  or  typos  will  yield  a 
wrong  match  or  no  match.  The  user  may  combine  these  steps  into  one  step  by 
entering  IID#»0  S*  1  90  ^  in  response  to  the  prompt  ITEM. 

SAMPLE  s  IIS  prompts  ITEM :  IIS  prompts  ITEM  • 

USER  types  IID#  OR  USER  replies  IJD*«0  S»  1  90  4 

ILS  asks  fer  the  IID* 

USER  enters  IID*  value 


8. 1.2. 3  Access  by  Author 


Accessing  an  item  by  the  AUTHOR  is  a  popular  access  option.  The  IIS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
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?  zqe  2  5* 


the  »P<CifiC 


To  icccss  o y  «ith#r  the  ISSN  or  I S  3N  «nttr  I Z  in  response  to  the  ILS  proipt 

IT  EM  ILS  Will  res  pond  with  ENTER  THE  FULL  OR  PARTIAL,  ISSN/ IS3N  The  uj«r 

must  then  enter  in  the  vilu*  The  ui*r  may  instead  combine  these  two  steps 

into  one  by  typing  IS  *  07 00 2  2  37  3 3  in  r isponta  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  and  then  display  on  the  screen  all  items  which  match.  If  the  user 
wants  a  specific  item,  care  must  be  exercised  to  enter  the  ^alue  exactly 
correct.  If  the  user  wishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  e  partial  ISSN  or  ISBH  need  be  entered. 


SAMPLE  ;  ILS  prompts  ITEM  ILS  prompts  ITEM 

J  S  El  replies  IS  SR  USER  replies  IS  -  07 00 2 2 3" 3 3 

ILS  says  ENTER  THE  FULL. 

'JSER  enters  070021  37  38 


ILS  will  then  search  the  ISSN/IS3M  index  to  find  all  possible  matches,  and  wall 
display  them  bn  the  screen  If  there  are  more  than  5  matches  ILS  will  display 
the  first  5  and  say  THERE'S  MORE  The  user  may  browse  through  the  matches  by 
typing  F  for  FORWARD  or  3  for  SACK WARDS  If  the  correct  entry  is  found  the  user 
must  type  the  ID  *  of  the  correct  match  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  the  t  entry's  ID  A  . 


8. 1.26  Access  by  LC  Card  Number 


A  LIBRARY  OT  CONGRESS  CARD  NUMBER  is  assigned  to  etch  item  cataloged  by  the 
Library  of  Congress.  This  number  is  used  by  libraries  to  ordaz  printed 
catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  in  publishers’  Cataloging  In  Publication  (Cl?) 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  6  additional  numbers  . 

To  access  by  the  LC  *  the  user  must  type  xn  LC  in  response  to  the  ILS  prompt 
IT EH.  ILS  will  then  respond  with  ENTER  THE  FULL  OR  PARTIAL  LC  t.user 
must  then  type  in  the  LC  ».  It  is  possible  to  combine  these  2  steps  into  one 
by  entering  LC*79- 1 2 3456  m  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
search  the  LC  •  index  to  find  appropriate  matches,  flf  the  entire  LC  #  was 
entered  there  will  be  only  one  match;  if  a  partial  LC  *  was  entered  there  may 
be  several  matches).  The  user  may  browse  through  the  matches  by  pressing  F  to 
FORWARD  and  3  to  BACKUP .  If  the  correct  entry  is  found,  enter  the  ID  •  for  that 
entry.  If  the  user  is  not  sure  that  it  is  the  correct  record  the  full  record 
may  be  called  up  by  pressing  D  and  the  entry’s  ID  ♦. 


SAMPLE:  ILS  prompts  ITEM 

USER  replies  LC*  OR 

ILS  say*  ENTER  THE  FULL... 

USER  enters  73-123456 


ILS  prompts  ITEM 

USER  enters  LC*7g-i23US6 
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Access  by  Title  Key 


8.1.2.? 


Title  access  m  the  IIS  system  is  almost  the  same  as  w  h  a  t  is  dona  m  tr.e  3CLC 
sy  steii  .  Users  aay  type  m  a  truncated  search  Kay  composed  o  £  the  first  r  e  w 
characters  of  the  first  feu  significant  words  m  the  title  Articles  and 

other  stop  listed  words  la.g.  a.  an,  the.  and,  United  States)  are  ignored  The 
Key  3  >  2 , 2  .  1  is  used  to  match  the  first  2  characters  of  the  first  word.  the 
first  Z  characters  of  the  second  word.  the  fi^st  2  characters  of  the  third 
aord.  and  the  first  character  ox  the  fourth  viord  :.a  the  title 

;*o  access  by  title  key,  the  user  'jus:  enter  TK  m  response  to  the  IIS  prompt 
ITEM .  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IN  FORMAT  3,2,2.).  1 NOTE  :  if 
a  title  has  fewer  than  -*  words  enter  commas  c  ons  a  cu  1 1  ve  1  y  to  fill  m  the  key.) 
These  2  steps  may  be  combined  by  typing  te.g.)  7K *  OCR , II . ME . J  .  IIS  will  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key  If 
thare  are  more  than  5  matches  the  system  will  cay  THERE’S  MORE  and  the  user  may 
browse  through  the  entries  by  typing  T  for  FORWARD  or  3  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  13  *. 


8.1.2  3  Access  by  Author  Title  Key 


•,'he  AUTHOR/TITI-E  key  is  a  combination  key  used  to  sott  out  more  quickly  a 
dasirad  record.  Although  the  same,  words  tray  be  found  in  the  titles  of  diffeierst 
work®,  it  is  likely  chat  different  authors  may  be  associated  with  each  title 
If.  this  case  a  k ,  *  combination  Kay  of  both  author  ar  d  title  would  yield  a  more 
p racism  retrieval  than  a  3,2,2  1  tit}.*  >ty 

*o  access  by  ei*thor/titla  key  the  usee  muse  enter  AT  in  response  to  the  IIS 
prompt  ITEM.  IIS  will  respond  with  ENTER  1ST  “  CHARS  OF  AUTHOR'S  LAST  NAME  C 
1ST  k  CHARS  OF  TITLE  IN  F0RJ1AT  k,k.  The  user  wu3t  then  enter  the  characters 
as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  g.) 

A7r ALLR , 30DY  for  the  entry  Body  Functions  by  Jon  Allred-  IIS  will  respond  by 
searching  for  ail  author  title  combinations  with  these  characters  and  dispia; 
them  m  groups  of  S  on  the  screen.  If  there  ue  sore  than  5  entries  IIS  will 
say  THERE'S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  scan  through 
the  list  press  F  for  FORWARD  and  3  for  BACKWARD.  To  be  sure  that  an  entry  is 
for  the  correct  record  the  user  may  press  0  foi  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 


3.  1.2.9  Access  by  Senas 


Under  the  IIS  system  it  is  possible  to  access  records  in  the  Master 
3 ibiiog r a phic  File  by  the  SERIES  heading.  Catalogers  and  other  library  staff 
_  m  a  y  find  this  access  point  particularly  convenient  if  they  have  series  which 
comprise  many  issue?  .  These  are  -ost  notable  in  the  biomedical  and  physical 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation . 

To  access  IL5  via  the  series  option  the  user  must  enter  SE  m  response  to  the 
promt  HEM.  C  NOTE  This  item  option  should  not  be  confused  with  the  /EE  command 
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for  sacials  chtck  m  uhich  is  another  feature  of  the  circulation  subsystem 
and  uses  tha  SE  command.  Remember  that  the  serials  ;hack  in.  command  requires 
a  /SE  to  gat  out  to  that  transaction  activity,  -harass  accessing  a  record  by 
secies  heading  requires  only  SE  in  response  to  the  I IS  prompt  ITEM.)  IIS  will 
reply  with  ENTER  THE  TULL  OR  PARTIAL  SERIES.  The  user  may  than  intic  any  or  all 
words  of  tha  situs  haading  that  aza  known  and  IL5  will  saarch  tha  situs  index 
to  find  a  match.  ILS  will  display  all  matches  and  if  there  are  more  than  S.  tha 
user  may  view  them  by  entering  T  for  fORWARD  or  3  for  BACKUP  . 


8.1.2.10  rtessage  (Item  Just  Entered) 


Immediately  after  a  user  has  idantified  an  item  in  tha  Circulation 
Subsystem.  ILS  allows  for  a  short  massage  to  be  entered. 


6.1.3  RC  Special  features 


Local  ILS  sites  may  wish  to  design  their  oun  forms  for  recall  notices .  as  there 
js  no  current  ILS  standard  for  the  design  of  these  forms. 


Page  37 


9 


RENEW 


9 . 1  INTRODUCTION 


RENEW  is  the  process  by  uruch  patrons  are  allowed  to  extend  their  loan 
an  item  for  some  longer  period.  Renewal  policies  are  locally  determined 
and  it  is  anticipated  that  each  ILS  library  will  want  to  add  their  own 
documentation  m  the  KELP  system,  outlining  loci1,  policies. 


BAILABLE  INFORMATION 

1  .  Overview  of  RENEW 

2  .  Step  by  Step  Procedures  for  RENEW 

3.  Special  Features  of  RENEW 

Please  enter  the  number  of  the  type  of  information  you  desire  : 

9.1.1  RE  Overview 


An  item  itay  be  renewed  by  a  patron  by  telephone  or  when  both  ths  patron 
and  the  item  are  present  ai  the  lib-atv  cur  vi  at  ion  desk.  The  item  to  be 
;:ar.«'i«d  rr.ay  be  due  that  day,  overdue  or  even  have  some  tine  left  on  the 
initial  circulation  period,  libraries  vary  in  their  polic.-es  on  renewal, 
depending  on  the  type  of  patror.  or  whether  the  item  wav  loaned  via  inter 
library  loan  or  not,  the  it«n  way  c*r  may  not  be  reneuabla.  Some  policies 
ace  : 

o  Items  may  be  renewed  for  an  additional  circulation  period, 
o  Items  may  be  renewed,  but  only  for  a  shorter  petiod--one 
ueak  cat he r  then  three . 

o  Items  may  be  reneued  only  once  or  they  may  be  renewed  in¬ 
definitely  a«  long  as  thsr»  rre  no  reserves. 
o  Ho  item  may  be  renewed  if  it  has  been  reserved  for  another 
patron 

Each  ILS  library  uill  have  to  incorporate  their  local  policies  into  RENEW. 


9.1:.  RE  Step  By  Step 


_To  RENEW  an  item  that  has  been  checked  out.  the  jser  must- 


1.  IDENTIFY  THE  PATRON 

Locate  the  record  of  a  registered 
patron  m  the  ILS  Patron  List. 
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2.  IDENTIFY  THE  ITEM 

Locate  the  record  of  the  item  to 
be  renewed  in  the  ILS  system. 

3 .  COMPLETE  THE  TRANSACTION 
Transmit  the  record  of  this  renewal 
transection  into  the  ILS  computer. 

For  more  information  on  any  of  these  steps  enter  the  number  of  the  type 
of  information  you  want  or : 

/DIR  -  Directory  of  ail  available  HELP  information 


9.T.2.1  Identifying  the  Patron 


Any  and  all  Its  functions  involving  patron  data  require  that  the  patron  be 
accurately  identified  in  the  ILS.  A  patron  may  be  identified  by  either  winding 
the  ber  code  on  their  library  card/  or  entering  the  equivalent  bar  code  number 
or  the  patron's  last  name.  (If  the  wand  is  not  used,  enter  the  patron’s  last 
name  instead  of  the  barcode  number  to  avoid  typing  intakes)  . 

PATRON  IDENTIFICATION  OPTIONS 

NAfTE-This  is  the  most  common  way  to  enter  the  patron  data.  Enter  the  full  last 
name  or  enough  characters  of  the  last  name  to  narrow  the  list  down  sufficiently 
to  display  the  desired  patron  entry.  If  there  ara  more  than  5  matches.  ILS  will 
say  (THERE'S  MORE)  and  the  user  may  then  press  7  or  3  to  view  additional 
entries  that  match.  If  the  5th  entry  seems  to  be  the  correct  one.  press  F  to  be 
sure  that  the  6th  or  7th  cnes  are  not  identical  names.  To  see  more  information 
for  a  patron  in  the  list,  enter  D  followed  by  the  index  number  beside  the 
patron's  name.  For  enawpls,  if  you  h?.d  a  list  like; 


t  JONES,  JOHN  3. 

2  JONES,  JOHN  D. 

3  JOKES,  JOHN  D . 

<1  JONES,  JOHN  F . 

5  JONES,  JOHN  R. 

and  you  wanted  to  display  more  information  from  ;he  patron’s  record  to  select 
the  correct  entry,  you  could  enter  D2  or  D3  to  view  further  information  from 
the  petron  record  to  accurately  identify  the  patron  from  the  list. 

Once  you're  sure  that  you’re  found  the  correct  entry,  enter  the  index  •  ufuch 
appears  in  the  first  column  m  response  to  tne  prompt  PATRON  . 


^PATRON  ID  I-  The  Patron  ID  •  is  equivalent  to  the  bar  code  configuration  which 
appears  on  each  patron’s  library  card.  It  is  made  up  of  numbers  and  other 
characters  which  are  transformed  into  a  pattern  of  thick  and  thin  lines  and 
spaces  which  together  make  a  code  to  identify  both  items  and  patrons.  A  patron 
"\y  be  identified  by  this  code,  however,  it  is  suggested  that  the  staff  use  the 
-and  or  type  in  the  patron  name  whenever  possible,  theraby  minimizing  the 
— chence  of  a  typing  error. 
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PATRON  REGISTRATION  -  If  the  patron  is  not  already  registered  m  the  patron 
list,  it  -Jill  be  necessary  to  entir  their  patron  data  into  the  system  before 
any  transaction  can  be  recorded  into  ILS .  local  IIS  sites  may  devise  their  own 
procedures  for  gathering  patron  information,  putting  it  into  the  system  at  some 
iater  time  .  For  a  fuller  discussion  or  patron  registration  refer  to  the  path 
PATRON  REGISTRATION. 


9. 1.2.2  Identify  Item 


IDENTIFYING  ITEMS  WITH  THE  3ARC0DE  SCANNER 

The  barcode  scanner  is  the  fastest  way  to  complete  any  transaction  in  IIS. 
Using  the  barcode  wand  eliminates  the  need  for  having  to  type  in  lengthy 
patron  data,  item  data  arid  the  transaction  symbols  (e.g.  /CO  or  /Cl).  By 
wartding  over  a  coded  version  of  this  same  data,  IIS  users  uill  not  experience 
the  problems  associated  with  taiskeying  this  important  information. 

To  identify  an  item  using  the  barcode  scanner,  the  user  must  first  be  sure 
that  IIS  is  prompting  the  user  with  ITEM.  At  this  point  the  user  must  put  the 
point  of  the  wand  on  the  barcode  label,  and  move  the  point  of  the  wand 
over  the  pattern  of  black  vertical  lines.  It  does  not  matter  if  the  wand  moves 
from  the  left  to  right  side  or  vice  versa.  Sometimes  it  helps  if  the  wand  is 
held  directly  over  the  item,  instead  of  at  a  slant  the  way  one  would  hold  a 
pen.  It  is  not  necessary  to  scratch  the  barcode  label.  A  little  smooth  stroke 
is  all  that  is  needed.  Once  ILS  has  recognized  the  item,  it  will  respond  by 
beeping  once.  This  is  to  say,  “I  recognize  this  item  I"  After  a  little  practice 
with  the  wand  users  will  feel  mora  comfortable  using  it. 

IDENTIFYING  ITEMS  WITHOUT  A  3ARC0DE  SCANNER 

It  is  sometimes  the  case  that  users  either  cannot  or  do  not  went  to  use  the 
barcode  wand.  Under  thesn  circumstances  users  aay  instead  access  the  ILS 
Master  Bibliographic  ril*  through  alternate  options.  In  response  to  the  prompt 
ITEM,  enter  ?  and  a  carriage  return.  ILS  will  display  5  access  option*  and  an 
additional  option  which  affixes  short  messages  to  an  item  record.  They  act  : 


( MO’i  F,  ’  ONCE  YOU'RE  DONE  READING  AN  ITEM  IDENTIFICATION  OPTION 


ENI 

ER  A  '  ;  ’  AND  A  RETURN 

TO  GET 

3  ACK 

T 

0  THIS  DISCUSS 

ION  1  ) 

1 . 

II 

!>•» 

Item  Identification 

* 

6  . 

TK 

* 

Title  Key 

2  . 

A’J 

■ 

Author 

7  . 

AT 

- 

Author/Title 

Key 

i  • 

CA 

3 

Call  Number 

&  . 

SE 

» 

Series 

u  . 

IS 

* 

ISSM/ISBN 

9  . 

Pi  I 

* 

Message  (for 

item  just  entered) 

5  . 

LC 

1* 

Library  of  Congress 

£ 

9. 1-2.3  Access  by  Item  Identification  Number 


Identifying  items  oy  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  in  the  ILS  system.  Iha  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  hich  make  up  the  bar 
code  and  is  found  on  the  bar  code  label.  It  can  be  up  to  10  characters  long. 

To  access  by  the  item  idan tif ica tion  number,  enter  the  key  "IID#U  in  response 
to  the  ILS  prompt  ITEM.  ILS  will  *han  ask  for  the  IID*  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item’s  bar  code  label. If  a  user  chooses 
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this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear. Any  discrepancies  in  the  spacing  of  the  characters  or  typos  will  yield  a 
wrong  match  or  no  match.  The  user  nay  combine  these  steps  into  one  step  by 
entering  IID*»0  **  1  90  4  in  response  to  the  prompt  ITEM . 

SAMPLE:  US  prompts  ITEM :  ILS  prompts  ITEM: 

USER  types  IIDB  OR  USER  replies  IID#»0  S*  1  90  4 

ILS  asks  for  the  IID* 

USER  enters  IID*  value 


9 . 1 . 2 . 4  Access  by  Author 


Accessing  an  item  by  the  AUTHOR  is  a  popular  access  option.  The  ILS  system 
will  accept  either  e  full  author  furnaaa  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries: 

SAMPLE:  AU-AKDERSOH  ILS  will  display  all  entries  with  ANDERSON  as 
author,  without  regard  to  which  ANDERSON.  The 
user  may  select  the  desired  item  by  its  item 
number.  If  there  are  note  than  5  entries  the 
user  may  scan  through  them  by  pressing  F  to 
FORWARD  through  the  list  or  B  to  BACKUP. 


ID  TITLE  AND  AUTHOR 

1  The  Silver  Skates  by  Anderson.  Nans  Christianson 

2  The  Biography  of  by  Anderson,  Sandy  E. 


DISPLAYING  THE  PULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
(DISPLAY)  can  be  invoked  to  display  the  full  racord  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  option,  the  user  may  select  another  search  key  or 
quit  entirely. 


9 . 1 . 2 . 5  Access  by  Call  Number 


Located  in  most  instances  on  the  spine  or  some  other  visible  part  of  an  item, 
the  CALL  HUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaming 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  ere  used  by  libraries  all  over  the  uozld.  (Dewey.  Library  of  Congress, 
and  the  National  Library  of  Medicine's  being  the  more  renown  schemes)  they 
each  require  that  e  unique  number  be  assigned  to  each  piece  m  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones  . 

To  access  by  call  number  the  user  aust  type  in  CA  m  response  to  the  ILS 

Page  41 


i 


r 


prompt  ITEM  .  US  will  reply  with  ENTER  THE  fULI  OR  PARTIAL  CALI  N'J."!3£a.  Then 
the  user  can  enter  the  call  nuaber  desired.  If  instead  the  user  wisnas  to 
combine  these  tuo  steps  the  user  may  enter  CA=2A7o.  IS  m  response  to  the  IIS 
prompt  ITEM.  This  nay  save  some  time  .  If  the  user  wishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  IIS  will  d is  p  Lay  5  entries  at  a 
tine  on  the  screen. The  user  nay  press  F  to  FORWARD  or  3  to  go  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  D  and  the  item’s  ID  number. 


9.VJ.S  Access  by  ISSN  or  ISSN 


The  ISSN  and  IS3N  are  numeric  conventions  which  have  been  established  to 
standardize  the  identities  of  both  serials  and  monographs  respectively  . 
They  are  heavily  used  m  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  axe  a  coda  which  identifies  both  the  publisher  and 
the  specific  item. 


To  access  by  either  the  ISSN  or  ISBN  enter  IS  m  response  to  the  IIS  prompt 
ITEM,  IIS  will  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSN/IS3X.  The  user 
must  then  enter  in  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  IS = 070 0 2 2 37 3 8  in  response  to  the  IIS  prompt  ITEM.  113  will 
retrieve  and  then  display  on  the  screen  all  items  which  match.  If  the  user 
uants  a  specific  item,  care  must  b a  exercised  to  enter  the  value  exactly 
correct.  If  the  user  wishes  to  sea  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  or  IS3N  need  be  entered. 


SAMPLE ■  IIS  prompts  ITEM  IIS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  IS*0700 2 2 37 3b 

IIS  says  ENTER  THE  FULL  .  . 

USER  enters  0700223733 


IIS  will  then  search  the  ISSN/IS3N  index  to  find  ell  possible  matches,  and  will 
dispLay  them  on  the  screen.  If  there  are  more  than  5  matches  IIS  will  display 
the  first  5  and  say  THERE'S  MORE.  The  user  may  browse  through  the  matches  by 
typing  r  for  FORWARD  or  3  for  3  A CK WARDS .  If  the  correct  entry  is  found  the  user 
must  type  the  ID  9  of  the  correct  match.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  entry’s  ID  #. 


9. 1.2. 7  Access  by  IC  Card  Nuaber 


A  LIBRARY  0 T  CONGRESS  CARD  HUMBER  is  assigned  to  each  item  cataloged  by  the 
library  of  Congress.  Thu  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  in  publishers'  Cataloging  In  Publication  (Cl?) 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  additional  numbers. 

To  access  by  the  LC  I  the  user  must  type  in  IC  m  response  to  the  IIS  prompt 

ITEM.  IIS  will  then  respond  with  ENTER  THE  FULL  OR  PARTIAL  IC  l.user 

must  then  type  m  the  IC  #.  It  is  possible  to  combine  these  2  steps  into  one 
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by  *nt«nng  LC*79-123456  in  tesponj*  to  the  ILS  prompt  ITEM.  US  will  then 
search  the  L C  *  index  to  find  appropriate  matches .  :z i  the  entire  LC  *  was 
entered  there  will  be  only  one  aatcn;  if  a  partial  1C  *  jas  entered  there  say 
be  several  matches).  The  user  may  browse  through  the  -natches  by  pressing  F  to 
FORWARD  and  3  to  BACKUP.  If  the  correct  entry  is  foui.d.  enter  the  ID  *  for  that 
entry.  If  the  user  is  not  sure  that  it  is  the  correct  record  the  full  record 
■ay  be  celled  up  by  pressing  D  and  the  entry's  ID  *. 


SAMPLE  5  IIS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  LC#  OR  USER  enters  LC09- 1 23456 

ILS  says  ENTER  THE  FULL... 

USER  enters  79-123456 


9.1.2.$  Access  by  Title  Key 


Title  access  in  the  ILS  system  is  almost  the  same  as  what  is  done  in  the  OCLC 
system.  Users  may  type  m  a  truncated  search  key  composed  of  the  first  few 
characters  of  the  first  few  significant  words  in  the  title.  Articles  and 
other  stop  listed  words  (e.g.  a,  an.  the,  and,  United  States)  are  ignored.  The 
key  3/2*2*  1  is  used  to  match  the  first  3  characters  of  the  first  word,  the 
first  2  characters  of  the  second  word,  the  first  2  characters  of  the  third 
word,  and  the  first  character  of  the  fourth  word  in  the  title. 

To  access  by  title  key,  the  user  must  enter  TK  in  r *spons*  to  the  ILS  prompt 
ITER,  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IN  FORMAT  3,2.2.  1.  C  NOTE :  if 
a  title  has  fewer  than  a  words  enter  commas  consecutively  to  fill  in  the  key.) 
These  2  steps  aay  be  combined  by  typing  (e.g.)  TK*  DOR ,  XL  ►  ME  ,  D  .  ILS  will  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key.  If 
there  axe  acre  than  5  matches  the  system  will  say  THERE’S  MORE  and  the  user  may 
browse  through  the  entries  by  typing  r  for  FORWARD  or  3  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  ID  *. 


9.  1.2.9  Access  by  Author  Title  Key 


The  A UTHOR^TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  a 
desired  record.  Although  the  seme  words  may  be  found  in  the  titles  of  different 
works*  it  is  likely  that  different  authors  may  be  associated  with  each  title. 

In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  e  more 
precise  retrieval  then  a  3,2,2,  1  title  key. 

To  access  by  author/title  key  the  user  must  enter  AT  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  respond  with  ENTER  1ST  4  CHARS  0T  AUTHOR'S  LAST  NAME  C 
1ST  4  CHARS  Or  TITLE  IN  TORMAT  4,u.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  Z  steps  by  typing  (e.g.) 

AT*ALLR, BODY  for  the  entry  Body  Functions  by  Jon  Allred.  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  m  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  ILS  will 
sey  THERE'S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  seen  through 

the  list  press  T  for  FORWARD  and  3  for  BACKWARD.  To  be  sure  that  an  entry  is 

(for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
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th e  entry  to  see  the  full  record  of  the  entry 


9.1.2.10  Access  by  Series 


Under  the  12,3  system  it  is  possible  to  access  records  m  the  Master 
3 ibliog r aphic  File  by  the  SERIES  heading.  Catalogers  and  other  library  staff 
nay  find  this  access  point  particularly  convenient  if  tney  have  series  wnic.n 
comprise  many  issues.  These  are  tost  notable  m  the  biomedical  and  physical 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation . 

To  access  IIS  via  the  series  option  the  user  must  enter  SE  m  response  to  the 
promt  ITEM.  (NOTE:  This  item  option  should  not  be  confused  with  the  /SE  comma 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SE  command.  Remember  that  the  serials  check  in  command  requires 
a  /SE  to  get  out  to  that  transaction  activity,  whereas  accessing  a  record  by 
series  heading  requires  only  SE  m  response  to  the  113  prompt  ITEM.)  IL5  will 
reply  with  EMTER  THE  FULL  OR  PARTIAL  SERIES .  The  user  may  tnen  enter  any  or  a 
words  of  the  series  heading  that  are  known  ?nd  ILS  will  search  the  series  ir.d 
to  find  a  match.  ILS  will  display  all  matches  and  if  there  are  more  than  5,  t 
user  may  view  them  by  entering  F  for  FORWARD  or  3  for  3ACK'J?. 


9.1.2,11  Massage  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  item  m  the  Circulation 
Subsystem.  ILS  allows  for  e  short  message  to  be  entered. 


9.1.2.12  RE  Comp).*  ca  Transicxicn 


After  the  correct  patron  and  the  correct  iteoCs)  have  been  identified  into 
the  ILS.  the  user  must  now  COMPLETE  THE  TRANSACTION.  It  is  not  sufficient 
to  stop  here,  because  up  to  this  point  the  data  has  only  been  sent  to  the 
terminal,  it  has  NOT  bean  transmitted  into  the  computer.  Completing  the 
transaction  ?.*  th*  way  by  which  the  inf  o  t  action  is  transmitted  from  the 
terminal  into  the  computer. 

To  complete  a  circulation  subsystem  transac tion,  the  user  must  press  either 
special  function  key  2  or  the  up  atrou  or  -  key.  This  will  cause  the  data 
stored  in  the  termin?l  to  be  transmitted  to  the  computer  and  recorded  in  the 
r. aster  Bibliographic  File.  In  the  event  thrt  a  user  does  not  want  to  complete 
the  transection  (eg.  :.f  a  devio  is  being  given,  or  if  a  patron  decides  at  the 
last  minute  not  to  ?  ene1*  tha  booklr j  after  ?11)  ?RES5  >30RT  or  the  SPECIAL 
FUNCTION  H  key  or  /  and  return  and  the  tr  ar.s  ac  t  ion  will  be  erased  completely. 
It  will  ba  the  same  as  if  the  data  had  never  boen  typed  m  in  the  first  place* 
This  also  means,  nowevar,  that  if  the  user  fails  to  press  -  or  function  2  key 
IMMEDIATELY  after  entering  the  last  item,  the  guod  data  could  be  erased  too' 
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9  1.3  RE  Special  Features 


There  are  some  special  features  in  CHECK  IM  that  users  should  be  aware 
of  which  nay  be  of  help  whan  perforating  CHECK  D'JT  .  They  ara 

1.  Due  Date  Override  -  'Jsers  may  override  the  due  date  for  an  item 

after  it  has  just  been,  checked  out  by  entering 
two  characters.  DO  for  Due  Date  IIS  will  then 
ask  for  a  new  due  date.  Users  may  then  enter  an 
actual  new  due  data  or  a  symbolic  nau  due  date. 
An  actual  new  due  date  means  entering  the  actual 
data  an  item  is  due  *4/30/80).  A  symbolic  due 
date  means  advancing  the  due  data  a  certain 
number  of  days  from  today  and  13  entered  as 
T*soaa  number.  If  the  item  was  originally  due 
u/15.  by  typing  7**5  it  will  now  b  a  due  on  a  /  3  0  . 
HO  T  E  *  If  the  iteiu  :  us  t  checked  m  is  a  serial 
temporary  item,  type  ’S*  instead  of  7*7.  'S’ 

is  equal  to  one  loan  period  of  7  days. 


When  searching  the  113  Patron  list  for  the  correct 
patron,  users  must  NOT  assume  that  the  last  patron 
on  the  screen  C the  5th  one  displayed)  is  the  5n,y 
patron  with  that  name.  If  the  last  name  on  the 
screen  seems  to  be  the  correct  entry,  users  should 
still  go  FORUiARD  one  screen  to  find  out  if  there 
are  any  tao  r  o  entries  with  the  sane  name  The 
chances  of  chis  happening  are  especially  high  for 
coudoii  surnames  such  as  Sai.th,  Jones  or  Broun. 


3.  Telephone  versus  ILS  has  been  designed  to  accommodate  renewals  made 

In  Person  Renewal  in  person  or  over  the  phone.  If  the  renewal  is  a 

telephone  renewal  the  user  must  locate  the  item  to 
be  renewed  from  the  list  which  appears  after  tne 
patron  has  been  identified.  If  the  renewal  is 
made  in  person,  by  either  the  borrower  or  someone 
else  for  them,  the  user  may  either  select  the  item 
fro®  the  list,  or  may  wand  the  bar  codes  of  the 
items  instead.  3efore  wan ding  over  the  bar  codes, 
however,  the  user  should  be  certain  that  the 
correct  patron  has  been  identified,  otherwise  you 
could  renew  an  item  to  a  person  who  never  checked 
li  out  in  the  fi«: it  ?.ac«  see  above  The  Patron 
at  the  Bottom  or  *he  LiSs. 


Z.  The  Patron  at  the 
“Bottom4*  of  the 
Patron  List 
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I  t  <*  a 


:3Er:rr:'i'i  :  t  e  -  t  - :  ~  ~ 4 1  ’  *  ? '  r  -  •  • 

The  b»i  :od«  sc«r'«r  -  s  *  ~  *  *»*'«*'  -*■ 

J  s i n  ?  t he  ^a::*  :i  -a"J  e..3-‘a*-»  * 

patron  -la*:  a.  -  *  *  u  :  a  -.  a  *  r.  z  "  *  '  * 

jandmg  3  v  •  r  a  --jiai  «:i.n  t 
the  problaaj  isiocia’-al  - *-•*•■  m  .  s  ■  * 
to  an  . '.ii  -am;  *  "• «  ~  * '  ■  *  1 

that  IIS  is  ?r?Tipt:nj  t .-.  #  -3*.  -  -  -  "  ~ 

point  of  t ha  iir.d  on  t .t e  :  *  :  vie  *  -  *  - 
over  the  pattern  of  b  1  a  :  *  v • r  *  :  ,  a  -  .  .  ' f  » 

from  the  la  :  t  to  r  1  7  r.  t  side  ot  *  •  < 

held  directly  over  'he  1  '  e  m  .  s  •  *  a  1 

?«n.  It  is  not  necessary  to  »*:**::,  '  *  * 

is  a  *  1  that  is  needed  Dnce  IIS  .as  : a  :  . 

beeping  once  This  is  to  say-  I  veto  on; 
with  the  wand  .  s  e  r  s  -ill  i  «  «  1  m  o  r  e  *-  p. : 


iirxtir yi.ms  items  without  &  barcode  stAN^rs 

It  is  sometimes  the  case  that  .sets  «;*>.«:  » -not  ?r  do  not  -ant  to  use  the 

barcode  wand.  Under  these  circumstances  -  s  e  -  3  '■ay  instead  access  the  -  *«  S 
taster  3i  b  1 10  g  r  apmc  file  through  alternate  options  In  response  to  the  prompt 
ITEfl.  enter  “*  and  a  carriage  return.  113  '•>  1 1 1  display  3  access  options  and  an 
additional  option  which  affixes  short  aassrges  to  an  item  record,  they  are- 


.  MOTE  :  ONCE  YOU’RE  00 HZ  RE  A  DING  XX 
ENTER  X  ’ T  f  AND  A  RETURN  *0 


ITEM  IDEM 
jET  3  A  CK 


riCRTIOK  OPTION 
THIS  DISCUSSION J  ) 


1  .  IIO**  Item  Identification  v 

2.  AU  ■  Author 

3 .  CA  ■  Call  Number 
4  IS  •  ISSK/IS3N 

5.  LC  •*  Library  of  Congress  * 


Title  Key 
A  'Thor/ title  Key 
Series 

tessage  (for  itea  ;ust  entered) 


*0.12-2  Access  by  Item  Identification  Number 


Identifying  items  by  their  ITEM  : DENTIEICATION  NUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  the  ILS  system,  .'he  IID*  is  the  a^yha  and 

numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  aa^e  up  the  bar 
code  and  is  found  on  the  bar  code  label.  It  can  be  up  to  10  characters  »ong  . 


To  access  by  the  item  identification  number,  enter  the  key  *‘1*04"  m  response 
to  the  : TO  prompt  ITEM  ILS  uill  then  ask  for  the  IID*  and  the  user  snouid 
enter  the  symbols  as  they  appear  on  the  item's  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
’"appear  Any  i  1 s c r e p an c 1 « s  in  the  spacing  of  the  characters  or  typos  will  yield  a 
wrong  match  ot  no  match,  the  user  ^ay  combine  these  steps  into  one  step  by 
entering  IIDtO  si  90  4  in  response  to  the  prompt  ITEM. 


SAMPLE  HE  prompts  ITEM 
V  5  *  R  Types  IID* 


OR 


ILS  prompts  ITEM ; 

USER  replies  1101*0  %*  1  90  ■* 


i 

j 
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is  <$ 


hr  '>re:5  :z:  *  •.  *  ;  u  e 


‘  2  2  3  Access  by  Author 

\::e5s;p^  an  item  by  the  AUTHOR  is  a  popular  access  ->  p  t  A  3  n  .  The  1-5  system 
will  accept  either  a  full  author  s  u  r  n e a  e  or  a  partial  s-rr.  aae  This  is  isr.a 
to  afford  the  user  the  jraatest  aaount  of  flexibility  - o  r.ew  either  an 
i.tii  '.dual  31  range  of  entries 

3AMPLE:  AU-ANDERSCN  ILo  mil  display  all  entries  with  AN 

author ,  without  regard  to  which  ANTI 
user  iay  select  the  desired  item  by 
number.  If  there  are  sore  -  h  a  r.  5  e  r.  t 
user  nay  scan  through  t  he  a  by  press: 

FORWARD  through  the  list  or  3  t  c  3  A 1 

ID  TIT  II  AND  AUTHOR 

•  The  Silver  5  ’Kates  by  Anderson.  Mans  Christianson 

2  The  3iography  of  by  Anderson.  Sandy  E  . 


DISPLAYING  THI  FULL  ENTRY 

If  the  user  is  unsure  about  an  entr>  being  tha  correct  entry  the  3  cw.uiJsnd 
^DISPLAY)  can  be  invoked  to  display  the  full  record  of  this  itea  .  to  t  n  f  y 
that  it  is  vhe  correct  entry.  The  D  comtutnd  is  particularly  useful  when,  the 
truncated  lit. I  a  string  gives  eithar  lit  :  1  ®  or  cwbiguovs  indorsation  or  is 
otherwise  not  fully  meaningful  to  tha  user  .  If  me  collect  record  cannot  be 
found  using  this  access  option,  the  user  way  rtiec  L  another  search  key  or 
quit  entirely. 


10.1.2.4  Access  by  Call  Number 


Located  in  most  instances  on  the  spine  or  some  other  visible  part  of  an  it an. 
the  CALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaming 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world .  CDeuey.  Library  of  Congress, 
and  the  National  Library  of  Medicine's  being  the  more  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  i n  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  tlua 
items  have  long  call  numbers  and  thick  items  have  short  ones 

To  access  by  call  number  the  user  must  type  in  CA  in  response  to  the  IL3 
prompt  ITEM.  IL3  will  reply  with  INTER  THI  TULL  OR  PARTIAL  TALL  NUMBER.  Then 
the  user  can  enter  the  call  number  desired.  If  instead  the  user  wishes  to 
combine  these  two  steps  the  user  may  enter  CA  =  <2A76.15  m  response  to  the  ILS 
prompt  ITEM.  This  may  save  some  time.  If  the  user  wishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  ILS  will  display  5  entries  at  a 
time  on  the  screen. The  user  may  press  T  to  FORWARD  or  3  to  go  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  D  and  the  item’s  ID  number. 


TER SEN  as 
.-.SDN  The 
its  item 

Ties  M« 

r.  ?  F  to 
U  ? 
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10  1.2. S  Access  by  ISSN  or  I S3M 


The  ISSN  and  ISBN  are  nuaitic  conventions  which  have  been  established  to 
standardize  the  identities  of  both  serials  and  nono'jtapr.s  :*sp«crively  . 

They  are  heavily  used  m  the  acquisitions  process  ry  pualisners  and 
libraries  allRa  as  they  afford  a  succinct  deans  of  specifying  a  desired 
item.  The  numbers  are  a  code  which  identifies  both  tna  puolisr.er  and 
the  specific  item. 

To  access  by  either  the  ISSH  or  ISBH  enter  IS  in  response  to  tho  ILS  prompt 
ITEM.  IIS  will  respond  with  ENTER  THE  FULL  OR  PARTIAL  IS3N/IS3N,  The  user 
must  then  enter  m  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  IS-0700223733  in  response  to  the  I IS  prompt  IT Eh  IIS  will 
retrieve  and  then  display  on  the  screen  all  sterns  which  match.  If  the  user 
wants  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  wishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  or  IS3K  need  be  entered. 


SAMPLE :  ILS  prompts  ITEM  IIS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  12*070022373$ 

ILS  says  EMTER  THE  FULL... 

USER  enters  0700223738 


ILS  will  then  search  the  ISSN/ISBN  index  to  find  all  possible  matches,  and  will 
display  them  on  the  screen.  If  there  are  more  than  5  matches  IIS  will  display 
the  first  5  and  say  THZRZ'S  ACRE.  The  user  may  browse  through  the  matches  by 
typing  F  for  FORUARD  or  B  for  3ACKWARDS.  If  the  correct  entry  is  found  the  user 
must  type  the  ID  *  of  the  correct  match.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  entry’s  ID  A 


10.1.2.6  Access  by  LC  Card  Humber 


A  LI3RAR7  OF  CONGRESS  CARD  HUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress.  This  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  tha  library  of  Congress  The  number  is  usually  one  of  the 
cataloging  elements  included  in  publishers’  Cataloging  In  Publication  (CIP) 
data.  It  :*  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  6  additional  numbers. 

To  access  by  the  LC  A  the  user  must  type  in  LC  m  response  to  the  ILS  prompt 
ITEM.  ILS  will  then  respond  with  EMTER  THE  TULL  OR  PARTIAL  LC  l.user 
must  then  type  in  the  LC  ♦.  It  is  possible  to  romoi.ne  these  2  steps  into  one 
by  entering  LC*7g-123d56  in  response  to  the  IIS  prompt  ITEM  IIS  will  then 
search  the  LC  *  index  to  find  appropriate  matcnes  If  the  entire  LC  A  was 
entered  there  will  be  only  one  match,  if  a  partial  LC  A  was  entered  there  may 
be  several  matches).  Tha  user  may  brows#  througn  the  matches  by  pressing  F  to 
FORWARD  and  B  to  BACKUP.  If  the  correct  entry  is  found,  enter  the  ID  A  for  that 
entry.  If  the  user  is  not  sure  that  it  is  the  correct  record  the  full  record 
may  be  called  up  by  pressing  D  and  the  entry’s  ID  A 
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SAMPLE  ns  prompts  ITEM 
J  S  E  R  tapins  1 C  * 

IIS  fayi  ENTER  THE  FULI 
USER  enters  ^9-123456 


ZL">  prompts 
-  3  Z  R  -i  ^ers 


teens  by 


Title  a:cess  in  the  ITS  system  is  almost  the  s  a  a  *  » s  -oat  *s  1 ^ ” * 

system  .  Tsars  “may  typa  in  a  truncated  search  xey  lo-poset  o:  «  * 

character*  of  the  first  faw  significant  words  in  the  tit.a 
other  stop  listed  words  (e.g.  a,  an*  the,  and.  United  Spates  a  :  t» 
key  3.2.2  *  is  used  to  match  the  first  3  characters  of  the  : . : r  « 

first  Z  character s  of  the  second  word,  the  first  2  cnat»c*ers  '  r 
word,  and  the  first  character  of  the  fourth  word  in  the  title 


To  access  by  title  key.  the  user  must  enter  TK  m  response  to  -he  I - 
ITEM  .  11.5  will  respond  with  ESTER  THE  TITLE  KET  IS  FORMAT  11  1 
a  title  has  fewer  than  4  words  anter  commas  consecutively  to  till 
These  2  steps  may  be  combined  by  typing  l  e.g  )  TK*DCP.  IL.ME.l  Z  l  ■> 
by  searching  for  and  displaying  all  entries  which  match  the  search  < 
there  are  more  than  5  matches  t.e  system  will  say  THERE  5  M5?E  id  * 
browse  through  the  entries  by  typing  F  for  FORWARD  or  i  tor  ■jATKwarc 
sure  that  you  have  the  correct  record  type  0  and  the  entry's  ID  ? 


10.1.2.$  Access  by  Author  Title  Key 


The  A U I H r  -I /  TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  a 
desired  record.  Although  the  fame  words  may  be  found  in  the  titles  of  different 
works,  it  is  likely  that  different  authors  may  be  associated  with  each  title 
In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3.2.2.  1  title  key 

To  access  by  author/ title  key  the  user  must  enter  IT  m  response  t:  the  1-3 
prompt  IT  Eh  I  IS  will  respond  with  EM  TER  1ST  '4  CHARS  OF  AUTHOR'S  LAST  NAME  C 
1ST  4  CHARS  OF  TITLE  IX  FORMAT  4.4.  The  user  must  then  enter  the  characters 

as  prescribed-  It  is  possible  to  combine  these  2  steps  by  typing  (e  g.i 

AT  * ALLR , BODY  for  the  entry  3ody  Function*  by  Jon  Allred.  IL5  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  m  groups  of  5  on  the  ;c:««n.  If  there  are  s*ore  t nan  5  entries  IIS  will 
say  THERE’S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  scan  through 

the  list  press  T  for  FORWARD  a. id  3  for  BACKWARD .  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  nay  press  D  for  DI5P! AY  and  tne  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 
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10.1.2.9 


Access  by  Senas 


Under  the  ILS  system  it  is  possible  to  access  records  in  the  Hester 
Bibliographic  Tile  by  the  SERIES  heading.  Catalogers  and  other  library  staff 
may  find  this  access  point  particularly  convenient  if  they  have  series  uhich 
comprise  many  issues.  These  are  aost  notable  in  the  biomedical  and  physical 
sciences  and  in  special  libraries  thet  contain  the  reports  of  their  agency  or 
corporation . 

To  access  ILS  via  the  series  option  the  user  must  enter  SE  in  response  to  the 
promt  ITEM.  ( NOT E :  This  item  option  should  not  be  confused  uith  the  /SE  command 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SE  commend.  Remember  thet  the  serials  check  m  commend  requires 
a  /SE  to  get  out  to  that  transaction  activity*  whereas  accessing  a  record  by 
series  heading  requires  only  SE  in  response  to  the  ILS  prompt  ITEM .  )  ILS  will 
reply  uith  EMTER  THE  TULL  OR  PARTIAL  SERIES.  The  user  mey  then  enter  any  or  all 
words  of  the  series  heading  that  are  known  and  ILS  uill  search  the  series  index 
to  find  a  match.  ILS  will  display  all  matches  and  if  there  are  more  than  5*  the 
user  mey  vieu  them  by  entering  F  for  FORWARD  or  B  for  BACKUP. 


10.1.2.10  Message  litem  Just  Entered) 


Immediately  after  a  user  has  identified  en  item  in  the  Circulation 
Subsystem*  ILS  allows  for  a  short  message  to  be  entered. 


10.1.2.11  RI  Create  Receipt 


HELP  TEXT  FOR  THIS  ACTIVITY  IS  IM  PROCESS.  FUTURE  RELEASES  OT  ILS 
SOFTUARE  UILL  INCLUDE  THIS  MATERIAL . 

LOCAL  ILS  SITES  THAT  UISH  TO  CREATE  THEIR  3UM  HELP  DISCUSSIONS  ARE 
RZTIRRZD  TO  THE  ONLINE  DOCUMENTATION  IN  ILS  "Hi;?". 


10.1.3  RI  Special  Features 


HELP  TEXT  FOR  THIS  ACTIVITY  IS  IN  PROCESS.  FUTURE  RELEASES  OF  ILS 
SOFTWARE  UILL  INCLUDE  THIS  MATERIAL. 

LOCAL  ILS  SITES  THAT  UISH  TO  CREATE  THEIR  OWN  HELP  DISCUSSIONS  ARE 
REFERRED  TO  THE  ONLIHE  DOCUMENTATION  IN  ILS  ’‘HELP4'. 


\ 
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1!  3  £  3  £  3  V  £ 


11.1  INTRODUCTION 


The  RESERVE  procedure  is  used  to  identify  in  i  tea  to  be  put  on  reserve 
and  begins  the  process  to  reserve  the  item. 

AVAILABLE  INFORMATION 

1,  Overview  of  Reserve 

2 .  Step  by  Step  Procedures  Foe  Reserve 
Special  Features  for  Reserve 


Please  enter  the  number  of  the  type  of  information  you  desire1 


11.1.1  3V  Overview 


RESERVE  is  used  to  alert  users  that  another  patron  would  like  to  check  out 
an  iteni  that  hts  just  been  checked  in.  RESERVE  sets  up  a  message  in  IIS, 

MIT in  IS  OK  RESERVE  ...  ENTER  ’C'  TO  CONTINUE,  RETURN  TO  TERMINATE  .  .  . w  which 
signals  the  mac  that  the  patron  requesting'  the  reserve  be  told  that  the 
item  has  bean  returned.  Local  ILS  sites  may  determine,  whether  the  item  is  to 
ba  checked  out  and  sent  to  the  patron  raquasting  the  reserve,  or  if  a  notice 
is  to  be  sant  advising  that  the  reserve  '->ill  be  cancelled  if  the  patron  does 
not  appear  within  (eg.)  3  days  to  check  out  the  item. 

RESERVE  enables  users  to  either  add.  edit#  or  delete  requests  to  reserve  items. 
RESERVE  can  modify  entries  m  either  an  item  queue  or  a  patron  queue.  The  item 
queue  lists  all  the  patrons  who  are  waiting  to  check  out  a  given  item;  the 
patron  queue  lists  all  the  currently  checked  out  items  a  given  patron  has  asked 
the  library  to  reserve. 


11.1.2  RV  Step  3y  Step 

In  RESERVE  users  may  either' 

1.  ADD  a  reserve  requesL. 

2.  EDIT  a  reserve  request,  or 

3.  DELETE  a  reserve  request. 

When  either  deleting  or  editing  an  already  established  reserve  request.  ILS 
will  prompt  the  user  to  specify  whether  they  wish  to  access  the  ’I’TEM  QUEUE  OR 
'P'ATRON  QUEUE.  When  cresting  a  reserve  request  for  the  first  time.  ILS 
automatically  prompts  the  user  for  PATRON '  since  no  record  currently  exists  in 
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ei  the c  qutui . 


For  sora  mf orsation  on  any  of  the  above  choices  the  user  should  enter  the 
nuabar  associated  with  that  choice. 


11.1.2.1  RV  Add  a  Reserve 


To  add  a  reserve  request  the  user  aust  respond  to  the  following  ILS  prompts^ 

A.  IDENTIFY  THE  PATRON  -  To  display  detailed  instructions  for  patron 

iden t l ii c a t i on  options  enter  1. 

3.  IDENTIFY  THE  ITEM  -  There  are  3  x t e a  identification  options,  and  one 

other  option  by  which  a  message  can  be  input  for 
the  last  item  entered,  for  sore  NEL?  on  using  any 
one  of  these  options  enter  the  number  associated 
with  that  option  below • 

2)  ITEM  ID#  5)  IS  SN/ IS  BN  35  AUTHOR/TITLE  KEY 

3)  AUTHOR  6)  ICt  9)  SERIES 

<U  CALI*  7)  TITLE  KEY  10)  MESSAGE  C ITEM ) 

C.  IDENTIFY  THE  COPY*  -  Specify  the  copy*  of  the  item  to  be  reserved. 


D.  SET  THE  PRIORITY  -  Identify  the  order  in  which  this  reserve  is  to 

be  handled . 

E .  SET  DATE  HOT  HEEDED  ATTEK  -  Enter  the  last  possxbl a  date  the  patron 

can  wait.  If  the  date  entered  has  past. 

ILS  will  say  ‘YOUR  TYPED  DATE  IS  PAST. 

TYPE  FUTURE  DATE". 

T  .  ROUTIMG  IMF0RMATI0H  -  If  desired,  the  user  may  enter  a  free  text 

message,  detailing  further  what  should  happen 
to  the  item  once  it  has  been  returned. 

5.  PRESS  RETURH  -  The  user  aust  enter  a  carriage  return  to  finish. 

ILS  will  prompt  again  to  add  the  next  reserve. 


11.1.2.2  RV  Editing  an  Item  or  Patron  Queue 


ILS  allows  users  to  edit  an  already  entered  reserve  request  by  accessing 
either  an  ITEM  QUEUE  (i.e.  all  patrons  waiting  for  a  particular  item/'  or 
a  PATRON  QUEUE  (i.e.  all  items  thet  a  given  patron  is  waiting  to  receive). 


ILS  begins  by  prompting  the  user: 

’I’tem  QUEUE  OR  'P’ATRON  QUEUE:  The  user  must  respond  uith  either  an  I  or  P 
ILS  will  prompt  the  user  as  detailed  below  in  each  respective  case. 
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To  edit  ITEM  2UEUE  ILS  uili  ask  for 


*To  edit  PATRON  2'JE’JE 


Jill  ask  foe 


ITEM:  Select  an/  one  of  the  available 
access  options.  For  note  HELP  on 
an/  option,  enter  the  number  of 
that  option  as  it  appears  belou  : 
2)113#  4)CA  6  )  LC  8  )  A  T  1  0  3  fir 
3  )  A  U  5 ) IS  7)TK  9)SE 


*  P  A  T  R  0  N  ;  The  user  may  use  an/  of  the 

*  available  patron  id  options. 

*  For  more  HELP  on  these  options 

*  enter  1 . 


Edit  the  ITEM  2UEUE 

C  c  ont  *  d ) 

Edit  the 

PATRON  2UEUE 

(  c  on  t  * d ) 

COPY  : 

Enter  the  number  of 

the  item  t<. 

*  TITLE 

AUTHOR  COPY 

RESERVE  EXPIRES 

be  reserved  . 

1  Cats 

Smith 

T-u-30 

WHICH 

PATRON?:  ILS  displays  the  queue 

WHICH  IT 

EM?:  ILS  will 

list  all  items 

of  existing  patrons 

and  the  user 

* 

reserved  by 

the  patron. 

must  enter  the  number  of  the  entry* 

to  be  edited.  ILS  will  display  the*POSITION  IN  2UEU£:  Enter  the  number  of 
following  table:  xthe  item  to  be  edited 


t  Patron  Copy  Mot  Meeded  A£ter*COPY:  The  user  must  enter  the  correct 

1  Selander  1  5-25-80  *  copy  number. 

2  Duncan  2  6-30-80  ...etc.* 

‘DATE  NOT  NEEDED  AFTER--  Enter  the  neu 
PRIORITY1  1/The  user  may  edit  priority  *  date  not  needed  after, 

of  the  reserve  r eque s t ( de f aul t -  1  )  .  * 


ROUTING  INFORMATION :  A  free  text  message 
may  be  entered  and  edited.  The 
user  must  REPLACE  a  string  of 
characters  with  a  neu  string  of 
characters  . 


‘ROUTING  INFORMATION:  A  free  text 

*  message  may  be  entered  and 

*  edited.  The  user  must  REPLACE 

*  a  string  of  characters  WITH  a 

*  neu  atnng  of  characters. 


Me  will  send  this  book  to  Uindary. 
REPLACE’  Mi  WITH  Si 

Me  uill  send  this  book  to  Bindery 


*  Route 
‘REPLACE: 

*  Route 


to  Registrar  first 
first  With  last 
to  Registrar  last. 


11-1.2.3  RV  Deleting  an  Item  or  Patron  gueui 


ILS  allows  users  to  delete  an  already  entered  reserve  reguest  by  accessing 
either  an  ITEM  2UEUE  (i.e.  all  patrons  waiting  for  a  particular  item)  or 
a  PATRON  2UEUE  (i.e.  all  items  that  a  given  patron  is  waiting  to  receive). 

ILS  begins  by  prompting  the  user: 

'  I  *  tern  2UE’JE  OR  'P’ATRON  2UEUE=  The  user  must  respond  with  either  an  I  or  P. 


To  delete  ITEM  2UEUE 
ILS  will  ask  for: 


To  delete  PATRON  2UEUE 
TLS  will  ask  for* 


ITEM:  Select  any  one  of  the  available 
access  options.  For  more  HELP  on 
any  option,  enter  the  number  of 
that  option  as  it  appears  below: 
2 ) IXD#  4)CA  6 ) LC  8)AT  1 0 J MI 
3  )  A U  5)  IS  ?)?K  USE 


P  ATRON  = 


The  user  may  use 
available  patron 
For  more  HELP  on 
enter  1 . 


any  of  the 
id  options, 
these  options 
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Delete  the  ITEM  QUEUE  (cont’d)  'Delete  the  PATRON  QUEUE  (cont'd) 

* 

COPY:  Enter  tha  number  of  tha  itia  to  **  TITLE  AUTHOR  COPT  RESERVE  EXPIRES 
b«  reserved.  *f I LS  aill  list  and  nuaber  all  items 

‘reserved  by  tha  patron.) 

K 

WHICH  PATROK?:  ILS  displays  tha  queue  'WHICH  ITEM  ? :  Enter  the  number  or  tha 
of  existing  patrons  and  tha  user  *  item, 

must  enter  the  number  of  the  entry* 
to  be  edited.  ILS  will  display  the* 
f ollouing  table :  * 

X 

*  Patron  Copy  Mot  Heeded  After* 

1  Selande  r  1  5-25-80  * 

2  Duncan  2  6-30-80  ...etc.* 


Delete  the  ITEM  QUEUE  (cont'd)  ‘Delete  the  ? ATROM  QUEUE  (cont'd) 

z 

OK  TO  DELETE ?  HO//  Enter  a  * Y '  and  a  *0K  TO  DELETE?  HO//  Enter  a  'Y’  and  a 
RETURN  to  delete.  Enter  RETURN  to  *  RETURN  to  delete.  Enter  RETURN 

leave  the  record  unchanged.  *  to  leave  the  record  unchanged. 

x 

DELETED  (or)  NOT  DELETED  ‘DELETED  (or)  NOT  DELETED 

x 

ILS  will  return  to  the  prompt  OPTION:  *  ILS  uiil  return  to  the  prompt  OPTION1 


11.1.2.4  Identifying  the  Patron 


Any  and  all  ILS  functions  involving  patron  data  require  that  the  patron  be 
accurately  identified  in  the  ILS.  A  patron  may  be  identified  by  either  wending 
the  bar  coda  on  their  library  card,  or  entering  the  equivalent  ber  code  number 
or  the  patron's  last  name.  (If  the  wand  is  not  used,  enter  the  patron's  last 
name  instead  of  the  barcode  number  to  avoid  typing  mistakes). 

PATROK  IDENTIFICATION  OPTIONS 

NAME- This  is  the  most  common  uay  to  enter  the  patron  lata.  Inter  the  full  last 
name  or  enough  characters  of  the  last  name  to  narrow  the  list  down  sufficiently 
to  display  the  desired  patron  entry.  If  there  are  more  than  5  matches.  ILS  will 
say  (THERE'S  MORE)  and  the  user  may  then  press  F  or  3  to  view  additional 
entries  that  match.  If  the  5th  entry  seems  to  be  the  correct  one.  press  F  to  be 
sure  that  the  6th  or  7th  ones  are  not  identical  names  To  see  more  information 
for  a  patron  in  the  list,  enter  D  followed  by  the  index  number  beside  the 
patron’s  name.  Tor  example,  if  you  had  a  list  like: 


1  JONES ,  JOHN  3. 

2  JONES,  JOHN  D. 

3  JONES.  JOHN  D. 

4  JONES.  JOHN  F. 

5  JONES,  JOHN  R. 

and  you  wanted  to  display  more  information  from  the  patron's  record  to  select 
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the  correct  entry,  you  could  enter  02  or  03  to  vieu  further  information  from 
the  patron  record  to  accurately  identify  the  patron  iron  the  list. 

Once  you're  sure  that  you've  found  the  correct  entry,  enter  the  index  ♦  which 
appears  in  the  first  column  in  response  to  the  prompt  PATRON: 


PHTSOH  ID  •-  The  Patron  ID  *  is  equivalent  to  the  bar  cade  configuration  which 
appears  on  each  patron's  library  card.  It  is  ajade  up  of  numbers  and  other 
characters  which  are  transformed  into  a  pattern  of  thick  and  thin  lines  and 
spaces  which  together  make  a  code  to  identify  both  items  and  patrons  .  A  patron 
may  be  identified  by  this  code,  however,  it  is  suggested  that  the  staff  use  the 
wand  or  type  in  the  patron  name  whenever  possible,  thereby  minimising  the 
chance  of  a  typing  error. 

PATRON  REGISTRATION  -  If  the  patron  is  not  already  registered  in  the  patron 
list,  it  will  be  necessary  to  enter  their  patron  data  into  the  system  before 
any  transaction  can  be  recorded  into  IIS.  Local  ILS  sites  may  devise  their  own 
procedures  for  gathering  patron  information,  putting  it  into  the  system  at  some 
later  time.  For  a  fuller  discussion  of  patron  registration  refer  to  the  path 
PATRON  REGISTRATION. 


1  .  1  ,  2  .  5  Access  by  Item  Identification  Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  in  the  ILS  system.  The  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  bar 
•rode  and  is  found  on  the  bar  code  label.  It  can  be  up  to  10  characters  long. 

To  access  by  th*  item  identification  nuwber,  enter  the  key  llXID#“  in  response 
to  the  ILS  prompt  ITEM.  ILS  will  than  ask  for  the  1199  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item's  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear. Any  discrepancies  in  the  spacing  of  the  characters  or  typos  will  yield  a 
wrong  match  or  no  match.  The  user  may  combine  these  steps  into  one  step  by 
entering  IID#*Q  s*  1  90  4  in  response  to  the  prompt  ITEM. 

SAMPLE^  ILS  prompts  ITEM :  ILS  prompts  ITEM: 

USER  types  IID#  OR  USER  replies  IID#*0  M  1  90  4 

ILS  asks  for  the  IID# 

USER  enters  IID#  value 


M.  J.2.6  Access  by  Author 


Accessing  an  item  by  the  ACTTNOR  is  a  popular  access  option.  The  ILS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries: 

SAMPLE:  AU-ANDERSOK  ILS  will  display  all  entries  with  ANDEPSON  as 

author,  without  regard  to  which  ANDERSON.  The 
user  may  select  the  desired  item  by  its  item 
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'luabsr  .  If  there  are  note  than  5  entries  the 
user  say  scan  through  then  by  pressing  F  to 
FORWARD  through  the  list  or  3  to  3  A  C  X  ’J  P  . 


ID  TITLE  AND  AUTHOR 

1  The  Sliver  Skates  by  Anderson.  Hans  Christianson 

Z  The  3iography  of  by  Anderson.  Sandy  E 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
(DISPLAY)  can  be  invoked  to  display  the  full  record  of  this  item,  to  verif/ 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  ne 
found  using  this  access  option,  the  user  may  select  another  search  key  or 
quit  entirely. 


11.1.2.7  Access  by  .*11  Number 


Located  in  most  instances  on  the  spine  o:  some  other  visible  part  of  an  item, 
the  CALL  NUM3ER  is  perhaps  the  most  efficient,  and  popular  way  of  gaining 
access  to  the  record  of  a  specific  item  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world.  (Dewey.  Library  ox  Congress, 
and  the  National  Library  of  Medicine's  being  the  more  renoun  scheme-)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  m  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires  Sometimes  thin 
item  have  long  call  numbers  and  thick  items  have  short  ones. 

To  access  by  call  number  the  user  must  type  in  CA  ;n  :e  s  porxse  to  the  ILS 
prompt  ITEM.  ILS  will  reply  with  ENTER  THE  FVLL  PARTIAL  TALL  NUMBER.  Then 

the  user  can  enter  the  call  number  desired.  I  r  instead  the  user  wishes  to 
combine  these  two  steps  the  user  may  enter  TA«2A~6  'S  in  response  to  the  ILS 
prompt  ITEM.  This  may  save  some  time  If  the  jst:  wishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  Tl'-  will  display  S  entries  at  a 
time  on  the  screen  The  user  may  press  r  to  r~?.UARD  or  .1  t  c  go  BAIKUARDS  throug 
the  list. To  see  the  full  record  of  an  item  entar  D  and  the  item's  ID  nuaoer 


T 1 . 1.2.8  Access  by  ISSN  or  ISSN 


The  ISSN  and  ISBN  are  numeric  conventions  whi ch  have  been  established  to 
standardize  the  identities  of  both  serials  and  monographs  respectively 
They  are  heavily  used  in  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  code  which  identifies  both  the  publisher  anu 
the  specific  item. 


To  access  by  either  the  ISSN  or  I53N  enter  13  in  response  to  the  ILS 
ITEM.  ILS  will  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSN/ISBN  The 
must  then  enter  in  the  value.  The  user  may  instead  comcme  these  two 


prompt 

ise: 

steps 
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into  one  by  Typing  *  S  *  0  "*  )  3  2  2  3  7  3  3  i  n  response 
retrieve  arid  then  display  on  the  screen  ai^  i 
Jints  a  specific  item.  care  sust  la  exercised 
correct.  If  the  user  wishes  to  see  a  ranje  of 
nun  be  r  s  then  only  a  partial  ISSN  or  ISBN  need 


SAMPLE-  ILS  prompts  ITEM  ILS  prompts  ITEM 

USES  replies  IS  OR  USER  replies  IS*'J^03222'*;-3 

113  says  ENTER  THE  FULL  .  .  . 

OSES  enters  D700223733 


IIS  will  then  search  the  ISSN/ ISBN  index  to  find  all  possible  aatrhes  .  and  will 
display  then  on  the  screen.  If  there  are  aore  than  5  patches  113  will  display 
the  first  5  and  say  THERE'S  MORE.  The  user  may  browse  through  the  matches  by 
typing  F  for  FOR WARS  or  B  for  3ACKWARDS.  If  the  correct  entry  is  found  the  user 
must  type  the  10  *  of  the  correct  match.  Tf  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  entry’s  10  *. 


11.1.2.9  Access  by  LC  Card  Number 


A  1I3RARY  OF  CONGRESS  CARD  KCJM3ER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress  This  number  is  used  by  libraries  to  crier  printed 
catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  m  publishers’  Cataloging  In  Publication  (Cl?) 
data.  It  is  typically  composed  of  2  characters  folioued  by  a  hyphen  and 
3  to  6  additional  numbers  . 

To  access  by  the  LC  *  the  user  must  type  in  LC  in.  response  to  ""he  ILS  prompt 
ITEM.  ILS  will  then  respond  with  ENTER  THE  FULL  OR  PARTIAL  LC  ♦user 
must  then  type  in  the  LC  5.  It  is  possible  to  combine  these  2  steps  into  one 
by  entering  LC*7  9-  1  2  3  S6  m  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
search  the  LC  ♦  index  to  find  appropriate  matches  (If  the  entire  LC  ♦  uas 
entered  there  will  be  only  one  match;  if  a  partial  LC  *  was  entered  there  may 
be  several  matches).  The  user  may  browse  through  the  matches  by  pressing  F  to 
FORWARD  and  B  to  BACKUP.  If  the  correct  entry  is  found-  enter  the  ID  ♦  for  that 
entry.  If  the  user  i 3  not  sure  that  it  is  the  correct  record  the  full  record 
may  be  called  up  by  pressing  D  and  the  entry’s  ID  t 


SAMPLE  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  LC*  OR  USER  enters  LC  *  **  9  -  *  2  3  U  5  6 

ILS  says  ENTER  THE  FULL.. 

USER  enters  79-l23<*56 


M.f.2.15  Access  by  Title  Key 


Title  access  in  the  ILS  system  is  almost  the  same  as  what  is  done  m  the  DCLC 
'System.  Users  may  type  in  a  truncated  search  key  composed  of  the  first  few 
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characters  of  the  first  feu  significant  words  in  t.-.e  title  Articles  and 
other  stop  listed  words  e  g.  a,  an.  the.  and,  I'm  ted  states,  are  ignore:: 
way  3  .  2  .  2  .  1  is  used  to  natch  the  first  3  characters  of  t.ne  :i:st  wore,  the 
first  Z  characters  of  the  second  worl,  the  first  2  characters  of  tne  third 
word,  and  the  first  character  of  the  fourth  word  m  the  title. 


To  access  b y  title  key,  the  user  must  enter  TK  in  response  to  the  IIS  prompt 
ITEM.  IIS  will  respond  with  SHIER  THE  TITLE  KEY  IM  FORMAT  3,2.2.  1.  'NOTE:  if 
a  title  has  fewer  than  4  words  enter  commas  consecutively  to  fill  1  n  the  key.; 

T  he  se  2  steps  may  be  combined  by  typing  e  g  ]  TKsDQR»IL.MS.D.  IIS  will  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key.  If 
there  are  more  than  S  matches  the  system  will  say  THERE'S  MORE  and  the  user  may 
browse  through  the  entries  by  typing  F  for  FORWARD  or  3  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  ID  *. 

M  .  !  .  2  .  M  Access  by  Author  Title  Key 

The  A'JTHOR/TITIE  key  is  a  combination  key  used  to  sort  o  u  *:  more  quickly  a 
desired  record.  Although  the  same  words  may  re  found  in  the  titles  of  different 
works,  it  is  likely  that  different  authors  may  be  associated  with  each  title. 

In  this  case  a  a  ,  4  comoination  key  of  b  <">  c  h  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3.2.2, 1  title  key. 

To  access  by  author/title  key  tha  user  must  enter  AT  m  response  to  the  IIS 
prompt  ITEM.  US  will  respond  with  ENTER  1  ST  4  CKAkS  OF  AUTHOR’S  LAST  HAME  E 
1ST  -*  CHARS  OF  TITLE  IN  FORMAT  4  ,  4 .  The  user  must  then  enter  the  characters 

as  prescribed-  It  is  possible  to  combine  these  2  steps  by  typing  (eg.) 

A  T  ■  A 1 1 A  , 3  0  D  V  for  the  entry  3ody  Functions  by  Jon  Allred.  ILS  will  respond  by 
searching  for  all  authoi*  title  combinations  with  these  characters  and  display 
them  m  groups  of  5  on  the  screen.  li  ther.  are  more  than  5  entries  IIS  will 
say  THERE'S  MORE  end  tha  user  can  press  RETURN  to  view  them.  To  scan  through 

the  list  peers  F  for  FORWARD  and  Z  for  BACKWARD.  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 


Access  by  Series 


Under  the  IIS  system  it  is  possible  To  access  records  m  the  Master 
Bibliographic  File  by  the  SERIES  heading.  Catalogers  and  other  library  staff 
may  find  this  access  point  particularly  convenient  if  they  have  series  which 
comprise  many  issues  These  are  most  notaole  in  the  bic medical  and  physical 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation . 

To  access  IIS  via  the  series  option  the  user  must  enter  SE  in  response  to  the 
promt  ITEM-  'NOTE1  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  m  which  is  another  feature  of  the  circulation  subsystem 
"and  uses  the  SE  command.  Remember  that  the  serials  ohecx  ;.n  command  requires 
a  /SE  to  7«  t  out  to  that  transaction  activity,  whereas  accessing  a  record  by 
series  heading  requires  only  SE  m  response  to  the  IIS  prompt  ITEM.)  IIS  will 
reply  with  ENTER  THE  FULL  OR  PARTIAL  SERIES  The  user  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  knoun  and  IIS  will  search  the  series  maex 
to  find  a  match.  ILS  will  display  all  marches  and  if  there  are  more  than  5,  the 
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T  h  e  SHELF  procedure  is  ^sad  by  Library  -  "  a  f  r  *.0  e  n  *  e  r  statistical, 
iniar.utiun  on  iteaj  b#m 9  used  internally  as  opposed  to  externally 
na  c h« c k  out  or  renew). 


available  information 

1.  Overview  of  Shelf 

2.  Step  by  Step  Procedures  For  Shelf 
1.  Special  Features  for  Shelf 

Please  enter  the  nuaber  of  the  type  of  indorsation  you  desire 

'2.1.1  SH  Overview 


The  SHELF  procedure  records  internal  usage  of  an  item.  SKEIF  is  normally  used 
by  e  shelver  who  passes  a  barcode  scanner  over  the  barcode  label  of  the  item 
to  identify  it.  SHELF  enables  the  user  to  count  the  number  of  times  an  item 
has  been  taken  off  the  shelf  but  not  checked  out. 

'^han  the  ITE;1  STATUS  option  is  used.  ILS  will  display  a  statistical  record  of 
any  item.  One  line  of  this  display  appears  below; 

CHECKED  OUT  IN  THIS  PERIOD : _  INTER HAL  USAGE:  _ _ 

When  an  item  ls  identified  in  the  SHELF  function,  the  count  of  INTERNAL  USAGE 
is  increased  by  one. 


Press  *  F  *  and  a  RETURN  to  70  forward  to  Step  3y  Step  Procedures  for  SHELF. 


12.1.2  SH  Step  3 y  Step 


SHELF  consists  of  only  one  step 


IDENTIFY  THE  I T Eh 


It  is  assumed  that  the  item  will  be  identified  wit 
a  portable  barcode  scanner  For  information  on  thi 
and  other  methods  of  identification,  see  below. 


age  o' 


Identifying  iteas  by  their  I 
uncommon  way  to  access  an  it' 
numeric  equivalent  to  the  pa 
code  and  13  found  on  the  bar 


Err  iiENirr 
a  i n  the  I 
tern  of  v  e 
coda  label 


A  T  I  0  V  Si;h3E? 

system.  The 
1  c  a  1  black  L 
It  'an  be  up 


is  orse  1  yet 

II 3*  is  tht  alpha  and 
nes  which  make  up  the  bar 
to  '0  characters  long. 


To  access  by  ‘he  item  identification  number,  enter  the  key  1  III#"  1  n  response 
to  the  I L  3  prompt  I T I  h!  113  will  then  ask  for  the  1 1 3  ♦  and  ‘he  user  should 
enter  the  5  y  wools  as  they  appear  on  the  item's  bar  code  la  bel  li  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear. Any  discrepancies  1 n  the  spacing  or  the  characters  or  typos  will  yield  a 


?  age 


wrong  aatch  oc  no  aatch.  The  user  nay  combine  these  sttps  into  one  step  by 
entering  1101*0  *  •  1  ?  0  4  i n  response  to  the  prompt  ITEM. 

S  A  ft  P  L  t  ‘  ILS  prompts  ITEM  1 1.  S  prompts  I  ?  E  M  : 

USER  types  :  ID*  OR  USER  replies  IID*»Q  S*  1904 

ILS  *  s  is  s  for  the  1X3* 

USER  enters  I  ID*  value 


12.1.2.3  Access  by  Author 


Accessing  en  item  by  the  AUTHOR  u  a  popular  access  option.  The  ILS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  /lew  ei  t'her  an 
individual  or  range  of  entnes: 

SAMPLE'  AU  *  AK3ERS0X  ILS  uiil  display  all  entries  with  AHDERSON  as 
author,  without  regard  to  which  ANDERSON.  The 
user  may  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  V  to 
TCRUARD  through  the  list  or  3  to  BACKUP. 


ID  TITLE  AND  AUTHOR 

1  The  Silver  Skates  by  Anderson.  Hans  Christianson 

Z  The  Biography  of  by  Anderson.  Sandy  E. 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
(DISPLAY)  can  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  string  gi/es  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  option,  the  user  may  select  another  search  key  oc 
guit  entirely. 


12.1.2.4  Access  by  Cell  Number 


Located  in  most  instances  on  the  spine  or  some  other  visible  pert  of  en  item, 
the  CALL  HUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaining 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  ere  used  by  libraries  all  over  the  world.  (Dewey.  Library  of  Congress 
and  the  National  Library  of  Medicine's  being  the  more  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  m  the  collection 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones 

To  access  by  cell  number  the  user  must  type  m  CA  m  response  to  the  ILS 
prompt  ITEM .  ILS  will  reply  with  ENTER  THE  FULL  OR  PARTIAL  CALL  NUMBER.  Then 
the  user  can  enter  the  call  number  desired  If  instead  the  user  wishes  to 
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combine  these  two  steps  the  use:  nay  enter  CA*?A**6.15  in  response  to  the  ILS 
prompt  r  T  E  n  this  nay  save  some  tiaa  .  If  the  user  wishes  to  see  a  range  of 
entries  beginning  with  the  same  call  nun be r  ILS  will  display  5  entries  at  a 
ti:ae  on  the  screen  The  user  nay  press  T  to  FORWARD  or  3  to  go  BACK -ARTS  “hrough 
the  list. To  see  the  full  record  of  an  item  enter  3  and  the  item's  13  number. 


■  2  •  t  •  2 ■  5  Access  by  ISSN  or  ISBM 


The  ISSN  and  1 5  3  N  are  numeric  conventions  which  have  been  established  to 
standardize  the  identities  of  both  serials  and  nonographs  respectively. 

They  are  heavily  used  m  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  code  which  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSN  or  ISSN  enter  IS  in  response  to  the  ILS  prompt 
ITEM.  ILS  villi  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSM/IS3N.  The  user 
must  then  enter  in  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  IS  *  07 0 0 2  2 3 7 3 3  m  response  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  and  then  display  on  the  screen  all  items  which  natch.  If  the  user 
uants  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  wishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  or  IS3M  need  be  entered. 


SAMPLE-  IIS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  IS » 0 7 0 0 2 2  37  33 

7LS  says  ENTER  THE  FULL... 

USER  enters  0700223733 


ILS  will  then  search  the  IS5N/I53N  index  to  find  all  possible  matches,  and  will 
display  them  on  the  screen.  If  there  are  more  than  5  matches  ILS  will  display 
the  first  5  and  say  THERE’S  MORE.  The  user  may  browse  through  the  matches  by 
typing  F  for  FORWARD  or  3  for  3ACKUARDS.  If  the  correct  entry  is  found  the  user 
nust  type  the  13  ft  of  the  correct  match.  If  the  user  uants  to  see  the  full 
ecord  for  any  entry,  enter  D  and  that  entry's  ID  *. 


Z. 1.2.6  Access  by  LC  Card  Number 


A  LI3RART  OF  CONGRESS  CARO  NUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress.  This  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congress.  The  number  j.s  usually  one  of  the 
cataloging  elements  included  m  publishers’  Cataloging  In  Publication  (CIP) 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  6  additional  numbers . 

To  access  by  the  LC  ft  the  ujaz  Must  type  m  LC  m  response  to  the  ILS  prompt 
ITEM.  ILS  will  than  respond  uith  ENTER  THE  FULL  OR  PARTIAL  LC  ft. user 
*ust  then  type  in  the  LC  • .  It  is  possible  to  combine  these  2  steps  into  one 
by  entering  LC*7g-'23«56  in  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
search  the  LC  ft  index  to  find  appropriate  matches.  (If  the  entire  LC  ft  was 
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entered  there  will  be  only  one  satch;  if  a  partial  LC  %  was  entered  there  may 
be  several  aatchas  )  .  The  user  may  bcousa  through  the  satcr.es  by  pressing  F  to 
FORWARD  and  3  to  BACKUP.  If  the  correct  entry  is  round,  enter  the  ID  *  for  tnat 
entry.  If  the  user  is  not  sura  that  it  is  the  correct  record  the  full  record 
may  be  called  up  by  pressing  D  and  the  entry's  ID  * 


SAMPLE:  ILS  prompts  ITEM 

USER  replies  LCt  OS 

ILS  says  ENTER  THE  FULL... 

USER  enters  79-123456 


ILS  prompts  ITEM 

USER  enters  LC*79-123456 


12.1.2.7  Access  by  Title  Key 


Title  access  in  the  ILS  system  is  almost  the  same  as  uhat  is  dona  in  the  OCLC 
system.  Usees  may  type  in  a  truncated  search  key  composed  of  the  first  feu 
characters  of  the  first  feu  significant  words  in  the  title.  Articles  and 
other  stop  listed  words  (e.g.  a,  an,  the.  and.  United  States)  are  ignored.  The 
key  3,2.2. 1  is  used  to  match  the  first  3  characters  of  the  first  word,  the 
first  2  characters  of  the  second  word,  the  first  2  characters  of  the  third 
word,  and  the  first  character  of  the  fourth  word  in  the  title. 

To  access  by  title  key,  the  user  must  enter  TK  in  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IN  FORMAT  3,2,2,  t.  (NOTE:  if 
a  title  has  fewer  than  4  words  enter  commas  consecutively  to  fill  in  the  key.) 
These  2  steps  may  be  combined  by  typing  Ca  g.)  TK~  DOR , IL , ME , D .  ILS  will  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key.  If 
there  are  more  than  5  matches  the  system  uill  say  THERE'S  MORE  and  the  user  o ay 
browse  through  the  entries  by  typing  F  for  FORWARD  or  3  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  ID  *. 


12,1.2.3  Access  by  Author  Title  Key 


The  AUTHOR/TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  a 
desired  record.  Although  the  same  words  may  be  found  m  the  titles  of  different 
works.  '■  t  is  likely  that  different  authors  may  be  associated  with  each  title 
In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  mote 
precise  retrieval  than  a  3,2,2,  1  title  key. 

To  access  by  authot/title  key  the  user  must  enter  AT  m  response  to  the  ILS 
prompt  ITEM.  ILS  will  respond  with  ENTER  1ST  4  CHARS  OF  AUTHOR’S  LAST  NAME  S 
1ST  4  CHARS  OF  TITLE  IN  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  ie.j.) 

AT*ALLR.30DY  for  the  entry  Sody  Functions  by  Jon  Allred.  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  in  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  IL5  will 
say  THERE’S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  scan  through 

the  list  press  F  for  FORUARD  and  3  for  BACKWARD.  To  be  sura  that  an  entry  is 

for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 
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Under  the  IIS  system  it  is  possible  to  access  records  m  the  faster 
Bibliographic  file  by  thft  SERIES  heading.  Catalogers  and  other  library  staff 
may  find  this  access  point  particularly  convenient  if  they  have  senes  which 
comprise  many  issues.  These  are  most  notable  in  the  biomedical  and  physical, 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation . 

To  access  ILS  via  the  series  option  the  user  must  enter  5E  in  response  to  the 
promt  ITEM.  (MOTE:  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SE  command.  Remember  that  the  serials  check  in  command  requires 
a  /SE  to  get  out  to  that  transaction  activity,  uhereas  accessing  a  record  by 
series  heading  requires  only  SE  m  response  to  the  ILS  prompt  ITEM.)  ILS  will 
reply  with  EKTER  THE  FULL  OR  PARTIAL  SERIES.  The  user  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  known  and  ILS  will  search  the  series  index 
to  find  a  match.  ILS  will  display  all  matches  and  if  there  are  more  than  5.  the 
user  may  view  them  by  entering  F  for  FORWARD  or  3  for  3ACKUP . 


12.1.2.10  Message  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  item  in  the  Circulation 
Subsystem,  ILS  allows  for  a  short  message  to  be  entered. 


12.1.3  SH  Special  Features 


As  of  July  8.  1980  there  are  no  knoun  special  features  for  SHELF. 


SNAG 


1  3 


13.1  INTRODUCTION 


The  SNAG  procaduza  permits  authorized  users  to  set  the  status  of  an 
an  item  to  'Snag'  and  to  produce  a  senes  of  search  slips.  SHAG  means 
that  an  item  is  not  on  the  shelf  but  it  has  not  been  declared  lost. 

AVAILABLE  IHFORtlATIOK 

1 .  Overvieu  of  Snag 

2.  Step  by  Step  Procedures  For  Snag 

3.  Special  Features  for  Snag 


Please  enter  the  number  of  the  type  of  information  you  desire* 


13.1.1  SH  Overview 


SNAG  is  used  uhen  an  item  is  not  in  its  place  cn  the  shelf  but  cannot 
yet  be  declared  LOST.  Uhen  an  item  is  'snagged'  its  status  (as  read  in 
ITEM  STATUS)  will  be  set  to  'SKAC*  and  a  search  slip  will  be  produced. 
ILS  will  produce  search  slips  according  to  Circulation  Parameters  set  by 
the  system  adminis tr a t ox .  Slips  may  he  produced  at  regular  intervals  for 
any  length  of  time  set  locally.  Uhen  ILS  has  produced  all  of  the  slips 
called  for.  for  example  -  one  slip  per  uaek  for  three  weeks,  the  status 
will  automatically  be  changed  to  LOST. 


To  SHAG  an  item  the  user  needs  to  identify  the  exact  item  For  Step  3y 
Step  instructions  go  FORWARD. 


13.1.2  SH  Step  3y  Step 


The  SHAG  procedure  requires  only  that  th*  user  identify  the  item.  ILS  will 
prompt  for  ITErt:  When  a  unique  item  has  been  identified  ILS  will  iist  it  and 
prompt  for  another  item.  The  user  may  continue  to  entet  items  or  enter  a  '  /  * 
and  a  RETURM  to  leave  the  SNAG  procedure  and  return  to  a  previous  activity. 


SHAG  assumes  that  the  user  does  not  have  the  item  in  hand.  ILS  gives  the 
user  9  Item  tdtntif icition  Options: 


1 . 

IID*« 

Item  Identification  # 

6 

2  . 

AU 

Author 

7 

3  . 

CA 

Call  Number 

9 

4  . 

IS  - 

rssN/rsaN 

9 

5  . 

LC  •  * 

Library  of  Congress  * 

TK  *  Title  Kay 

AT  *  Author/Title  Key 

SE  *  Series 

HI  *  Hassage  (for  item  ;ust  entered) 
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for  aore  HELP  enter  the  nuaiie  r  of  the  desired  option  or  FOP.WA  3D  to 
Special  features. 


13.1.2.1  Access  by  Item  Identification  Humber 


Identifying  items  by  their  ITEM  ID EMTiriCATTON  HUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  in  the  IIS  system.  The  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  bar 
code  and  is  found  on  the  bar  coda  label.  It  can  be  up  to  10  characters  long. 

To  access  by  tha  item  identification  number,  enter  the  key  ,lIID*;t  i n  response 
to  the  IIS  prompt  ITEM.  I IS  will  then  ask  for  the  IID*  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item’s  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear. Any  discrepancies  in  the  spacing  of  the  characters  or  typos  will  yield  a 
wrong  match  or  no  match.  The  user  may  combine  these  steps  into  one  step  by 
entering  110**0  $*  1  90  4  in  response  to  the  prompt  ITEM. 

SAMPLE-  1LS  prompts  ITEM :  ILS  prompts  ITEM: 

USER  types  IID*  OR  USER  replies  IID**0  **  1  90  4 

ILS  asks  for  the  IID* 

USER  enters  IID*  value 


13-1.2.2  Access  by  author 


Accessing  an  item  by  the  AUTHOR  is  a  popular  access  option.  The  ILS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries: 

SAMPLE:  AU-AMDERSON  ILS  will  display  all  entries  with  ANDERSON  as 
author,  without  regard  to  which  ANDERSON.  The 
user  may  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  T  to 
FORWARD  through  the  list  or  3  to  BACKUP 


ID  TITLE  AHD  AUTHOR 

1  The  Silver  Skates  by  Anderson.  Hans  Christianson 

2  The  3iography  of  by  Anderson.  Sandy  Z . 


DISPLACING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  conect  entry  the  D  commend 
(DISPLAY)  can  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  amoiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
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found  using  this  accas  s  option,  the  usee  aty  select  another  search  key  or 
qui t  entirely . 


13.1.2.3  Access  by  Call  number 


Located  in  most  instances  on  tha  spina  or  some  other  visible  part  of  an  item, 
tha  CALL  HUMBER  is  perhaps  tha  most  efficient,  and  popular  uay  of  gaming 
access  to  the  record  of  a  specific  item.  Althougn  various  cell  numoermg 
schemes  are  used  by  libraries  all  over  the  world,  ( D«uty  >  Library  of  Congress, 
and  tha  national  Library  of  Medicine's  being  tha  more  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  m  tha  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones. 

To  access  by  call  number  the  user  must  type  in  CA  in  response  to  tha  ILS 
prompt  ITEM.  ILS  will  reply  with  EMTER  THE  FULL  OR  PARTIAL  CALL  MUM3ER.  Then 
the  user  can  enter  the  call  number  desired.  If  instead  tha  user  wishes  to 
combine  these  two  steps  the  user  may  enter  CA*fiA76. 1$  m  response  to  the  ILS 
prompt  ITEM.  This  may  save  some  time  If  the  user  wishes  to  see  a  rang*  of 
entries  beginning  with  the  same  call  number  ILS  will  display  5  entries  at  a 
time  on  the  screen. The  user  may  press  T  to  FORWARD  or  3  to  go  3ACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  D  and  tha  item’s  ID  number. 


13.1.2.4  Access  by  ISSX  or  ISBK 


The  ISSH  and  ISBN  are  numeric  conventions  which  have  been  established  to 
standardize  tha  identities  of  both  serials  and  monographs  respectively . 

They  aie  heavily  used  in  the  acquisitions  process  by  publishers  and 
libraries  elike  as  they  efford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  code  which  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSN  or  ISBN  enter  IS  in  response  to  the  ILS  prompt 
ITEM.  ILS  Will  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSN/ISBN.  The  user 
must  then  enter  in  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  IS a 07 0 0 2 2 37  3d  in  response  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  and  then  display  on  the  screen,  all  items  which  match.  If  the  user 
wa..ts  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  wishes  to  see  a  range  of  entries  beginning  with  tha  same 
numbers  then  only  a  partial  ISSN  or  IS3N  need  be  entered. 


SAMPLE;  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  IS  * 0 7 0 0 2 2 37 38 

ILS  says  ENTER  THE  FULL... 

USER  enters  0700223738 


ILS  will  then  search  the  ISSN/ISBN  index  to  find  all  possible  matches,  and  will 
display  them  on  the  screen.  If  there  are  more  than  5  matches  ILS  will  display 
the  first  5  and  say  THERE’S  MORE.  The  user  may  browse  through  the  match's  by 
typing  F  for  FORUARD  or  3  for  3ACKUAR05.  If  the  correct  entry  is  found  the  user 
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must  type  *  h  e  12  *  ^  t 

record  rat  any  entry. 


r  r  «  c  t  a  a  t  c h  I f  the  user  w  a  r  t 1 
3  ar.  j  '.la:  entry’s  I L  * 


T  3 .  ’  - Z .  5  Access  by 


i  S  u  si  b  e  c 


A  L  I  3  R  \  R '»  2  F  I U  N P  E  S  S  CARD  N  C  f.  3  E  R  ;  s  is  s  ;  jne  J  *'.3  i  a  c  h  i  *:  e  m  cataloged  ty  t  h  e 

Library  os  Congress  This  mu  a  u  a  r  is  used  by  Libraries  to  crier  ?  r i n  :  e  i 
catalog  cards  from  the  library  of  Congress  The  number  is  usually  one  o  i  the 
cataloging  elements  included  m  publishers'  Cataloging  In  "  u  ;; :  i  r  a  t  i  c  n  CIR) 
data  It  is  typically  composed  ot  1  characters  followed  ~y  ,»  hyphen  and 
3  to  6  additional,  numbers 

To  access  by  the  LC  *  the  user  must  type  m  LC  l n  response  to  the  IIS  prompt 
ITin.  ILS  Will  then  respond  w.*h  ENTER  THE  FULL  UR  PARTIAL  LC  I  .  user 
must  then  type  in  the  LC  *.  It  is  possible  to  combine  these  1  steps  into  one 
by  entering  1C*??  -  )  2  3  4  5  6  i n  response  to  the  ILS  prompt  ITZ“  ILS  will  then 

search  the  LC  *  index  to  find  appropriate  matches  (If  fcL,e  entire  LC  *  was 

entered  there  will  be  only  one  match;  if  a  partial  LC  *  was  entared  there  may 
be  several  matches)  The  user  may  browse  through  the  matches  by  prassir.  g  F  to 
FORWARD  and  3  to  3  A  C  K  U  P  .  If  the  correct  entry  -  s  round,  enter  the  12  ♦  for  that 

entry.  I  £  the  user  is  not  sure  that  it  is  the  correct  record  the  full  record 

may  be  called  up  by  pressing  3  and  the  entry's  ID  # 


SAMPLE ■ 


ILS  prompts  I T  E  n 

USER  replies  LC#  OR 

ILS  says  INTER  THE  FULL... 

USER  enters  7?-  123456 


ILS  prompts  III? 

USER  enters  LC*"?- ' I  3  u  5  6 


’3. 1.2.6  Access  by  Title  Key 


Title  access  in  the  ILS  system  is  almost  the  same  as  what  is  done  in  the  OCi 
system.  Users  may  type  in  a  truncated  search  key  composed  of  the  first  feu 
characters  of  the  first  feu  significant  uords  m  the  title  Articles  and 
other  stop  listed  words  (eg  a.  an.  the.  and.  United  States  are  :gnored  ? 
key  32.2,’  is  used  to  match  the  first  3  characters  of  the  first  word,  the 
first  Z  characters  of  the  second  word,  the  first  2  characters  ot  the  third 
word,  and  the  first  character  of  the  fourth  word  m  the  title 


To  access  by  title  key.  the  user  must  enter  TK  m  response  to  the  ILS  prompt 
ITEM  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IN  FORMAT  l.Z.Z.'  (NOTE  li 
a  title  tji  fewer  than  *  words  enter  commas  consecutively  to  fill  1  n  *:  h  e  key  ) 
These  2  s  ‘api  may  be  combined  by  typing  (e  g.  /  TKr30R.IL.?E»0  I L  C  will  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  ley  If 
there  are  mor<  *han  5  matches  the  system  will  say  THERE’S  NOSE  and  *  h  e  user  may 
browse  through  the  entries  by  typing  T  for  FORWARD  or  3  for  3AUKWARDL  To  re 
jura  that  you  have  the  correct  record  type  D  and  the  entry’s  ID  # 


age  -  0 


13.1.2.7 


Access  by  Author  litis  Kay 


The  AUTHOR/TITLE  kay  3.3  a  combination  kay  used  to  sort  out  aora  quickly  a 
desired  record.  Although  the  sama  uords  may  be  found  in  the  titles  of  different 
works,  it  is  likely  that  different  authors  may  be  associated  uith  each  title. 

In  this  case  a  4 .  4  combination  kay  of  both  author  and  title  uould  yield  a  more 
precise  retrieval  than  a  3.2,2,  1  title  key. 

To  access  by  author/title  key  tha  user  must  enter  AT  m  zasponae  to  the  IIS 
prompt  ITEM.  IIS  Mill  respond  with  ENTER  1ST  4  CHARS  Or  AUTHOR’S  LAST  NAME  £ 

1ST  4  CHARS  OF  TITLE  IN  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  (e.g.) 

AT *  A L1R . 300 Y  for  the  entry  Body  Functions  by  Jon  Allred.  IIS  will  respond  by 
searching  for  ail  author  title  combinations  with  these  characters  and  display 
them  in  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  IIS  will 
say  THERE'S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  scan  through 

the  list  press  F  for  FORWARD  and  S  for  3ACKWARD.  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 


13.12$  Access  by  Series 


Under  the  IIS  system  it  is  possible  to  access  records  in  the  Master 
Bibliographic  File  by  the  SLRIES  heading.  Catalogers  and  other  library  staff 
may  find  this  access  point  particularly  convenient  if  they  have  senes  which 
comprise  many  issues.  These  are  most  notable  in  the  biomedical  and  physical 
sciences  and  m  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation. 

To  access  IIS  via  the  series  option  the  user  must  enter  SE  m  response  to  the 
proet  ITEM.  (MOTE  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  3E  command.  Remember  that  the  serials  check  m  commend  requires 
a  /SE  to  get  out  to  that  transaction  activity  unereas  accessing  a  record  by 
series  heading  requires  only  SE  in  response  to  the  IIS  prompt  ITEM.)  IIS  will 
reply  with  ENTER  THE  FULL  OR  PARTIAL  SERIES.  The  user  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  known  and  II 3  will  search  the  series  index 
to  find  a  match.  IIS  will  display  all  matches  ar  .  if  there  are  more  than  5,  the 
user  may  view  them  by  entering  F  for  FORWARD  or  i  for  3ACK UP. 


13.1.2.9  Message  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  item  in  the  Circulation 
Subsystem.  I L3  allows  for  a  short  message  to  be  entered. 

13.1.3  5N  Special  Features 

As  of  July  $.  1980  there  are  no  known  special  features  for  SNAG. 
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14.? 


INTRODUCTION 


The  SET  STATUS  option  is  one  uay  library  staff  car.  document  the  reason  why 
an  item  is  not  available  to  patrons.  It  creates  a  note  within  the  ITEM 
STATUS  record  advising  users  what  the  current  status  of  the  item  is. 


AVAILABLE  INFORMATION 


1 .  Overview  of  Set  Status 

2.  Step  by  Step  Procedures  for  Set  Status 


Please  enter  the  number  of  the  information  you  desire 

14.1.1  SS  Overvieu 


SET  STATUS  is  a  collection  of  M  separate  routines,  which  collectively  jer'^  t 
noth  the  status  of  items  thought  to  be  lost  or  missing.  SET  STATUS  modifies  t 
St*,  bur  of  an  itaiu  m  the  Item  Status  display.  Although  doing  a  CHECK  OUT  or  a 
CHECK  Hi  vjIL  cause  the  Item  Status  .tenord  to  be  au  tome  tic  ally  updated,  users 
muj»t  cell  upon  SET  STATUS  to  update  the  Item  Status  record  for  lost  or  a.vssxn 
ileus 

SET  STATUS  may  prove  to  be  a  useful  means  of  keeping  track  of  lost  or  -missing 
Items,  by  providing  library  management  with  statistics  as  well  as  advising 
acquisitions  of  possible  reorders. 


14.1.2  SS  Step  3y  Step 


SET  STATUS  is  used  to  modify  the  status  of  an  item  in  the  Item  Status  Display 
It  is  a  collection  of  4  separate  routines,  each  of  which  is  detailed  below. 


1 ) 

LO  - 

for 

LOST  j.f  you  are 

positive  that  the  item 

:  s  lost 

2  ) 

ro  - 

fer 

FOUND  if  the  it 

ea  turns  up  later 

3  ) 

?c  - 

foe 

PATRON  C.  LA  IMS  u 

t  was  RETURNS’* 

4  J 

?L  - 

for 

PATRON  believes 

it  is  LOST 

For  more  HELP  with  any  of  these  steps  enter  the  number  of  that  step 
and  press  RETURN. 


14.1.2.1  5  S  Loa t 


The  LOST  option  m  SET  STATUS  is  used  whenever  library  staff  have  conclusive!/ 
datarai.nad  that  an  item  is  indeed  lost.  3efore  this  designation  is  put  on  the 
I tea  Status  record,  every  attempt  should  be  aada  to  search  the  shelves  for  the 
i tea  . 

To  change  the  item’s  status  to  LOST,  the  user  aust  enter  LO  m  response  to  the 
ILS  prompt  FUNCTION1 .  ILS  will  then  prompt  the  user  for  any  one  of  the  regular 
ILS  itea  id  options.  After  the  item  has  been  identified  ILS  will  prompt  again 
for  the  next  lost  itea.  The  user  aust  press  /  and  RETURN  to  get  out  of  the 
current  SET  STATUS  option.  ILS  will  take  the  user  back  to  the  place  where  the 
user  uas  just  prior  to  coming  to  SET  STATUS. 

To  reed  about  hou  to  identify  an  item  m  ILS  entar  a  1  and  a  RETURN. 


14.1.2.2  3S  Found 


In  SS,  FOUND  is  used  whenever  an  item,  which  has  been  previously  declared 
LOST  or  PATRON  CLAIMED  RETURNED,  is  found  and  it’s  status  needs  to  be  updated. 
To  update  the  item’s  status  in  the  Item  Status  display,  the  user  must  enter 
FO  in  response  to  the  ILS  prompt  FUNCTION; .  ILS  uxll  reply  by  asking  the  user 
to  identify  the  item  via  anyone  of  the  item  identification  options. 

For  ion  HELP  on  itea  identification  options  press  1. 


14.1.2.3  SS  Patron  Claxws  Returned 


In  SET  STATUS,  the  option  Patron  Claims  Returned  is  used  whenever  a  patron 
states  that  they  have  returned  an  item  which  is  currently  aissing.  ILS  keeps 
a  separate  "lost  file"  of  items  patrons  claim  to  have  returned,  but  which 
still  have  not  been  found  after  searching.  The  ’’lost  file’  tracks  patrons  who 
repeatedly  claim  to  have  returned  a  missing  item.  Each  record  m  the  file 
contains  the  item  and  patron  id#  and  the  date  the  patron  was  to  have  returned 
the  item.  Library  management  may  want  to  set  m~house  guidelines  to  handle 
cajes  uhere  patrons  repeatedly  claia  to  havo  returned  missing  items. 

NOTE'  Every  time  a  CHECK  IK  or  a  RENEW  is  done.  ILS  will  automatically  search 
the  "lost  file"  to  look  for  a  matching  entry.  If  the  item  being  checked 
in  or  renewed  is  in  the  "lost  file,"  it’s  status  will  be  automatically 
updated  m  the  Item  Status  display 

To  select  this  option,  enter  PC  - n  reponse  to  the  ILS  prompt  FUNCTION: 

To  learn  more  about  how  to  identify  an  its*  press  * 
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14.1.2.7 


Acci js  by  Author 


Accessing  an  ;tea  by  the  AUTHOR  is  a  popular  access  option.  The  ILS  system 
•Jill  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  vieu  either  an 
individual  or  range  o  i  entries : 

SAMPLE :  A  U  =  AND  ERSON  ILS  will  display  all  entries  with  ANDERSON  as 
author,  without  regard  to  which  ANDERSON.  The 
user  may  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  F  to 
TORUARD  through  the  list  or  3  to  3ACKUP. 


ID 


2 


TITLE  AND  AUTHOR 
The  Silver  Skates 
The  3iogr aphy  of 


by  Anderson.  Hans  Christianson 
by  Anderson,  Sandy  E 


DISPLACING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
(DISPLAY)  can  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  Jtr.-ng  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  waaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  option,  the  uses  a-ay  select  another  search  key  or 
quit  entirely  . 


14.1.2.8  Access  by  Call  Number 


Locatad  m  most  instances  on  the  spine  or  some  other  visible  part  of  an  item, 
the  "ALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaining 
access  to  the  record  of  a  specific  item  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world.  (Dewey.  Library  « i  Congress, 
and  the  National  Library  of  Medicine's  being  the  more  renoun  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  m  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
iteas  have  long  call  numbers  and  thick  items  have  short  ones. 

To  access  by  call  number  the  user  must  typo  in  CA  in  response  :c  the  IL5 
prompt  ITEM.  ILS  Will  reply  with  ENTER  THE  FULL  OR  PARTIAL  CALL  NUMBER  Than 
the  user  can  enter  the  call  number  desired.  If  instead  the  user  wishes  to 
combine  these  two  steps  the  user  -nay  enter  CA*3A7S.  '5  in  response  to  the  ILS 
prompt  ITEM.  This  may  save  some  time.  If  the  user  uishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  ILS  uill  display  b  entries  at  a 
time  on  tna  screen. The  user  may  press  F  to  FORWARD  or  3  to  go  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  D  and  the  item’s  ID  number 
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t  4 .  J  .  2  .  9  Access  by  ISSN  or  I33N 


The  ISSN  and  IS  3N  are  numeric  conventions  which  have  been  established  to 
standardise  the  identities  of  both  serials  and  monographs  respectively. 

They  are  heavily  a sad  m  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  coda  which  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSN  or  ZS3H  enter  15  i.n  response  to  the  IIS  prompt 
ITEM  -  115  will  respond  with  SKIER  THE  FULL  OR  PARTIAL  ISSN/IS3N.  The  user 
must  then  enter  m  the  value.  The  user  may  instead  combine  These  two  steps 
into  one  by  typing  15*0700223738  in,  r ajponss  to  the  IIS  prompt  ITEM.  IIS  will 
retrieve  and  then  display  on  the  screen  all  items  which  natch.  If  the  user 
wants  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  U3er  wishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  cr  IS BH  need  be  entered 


SAMPLE :  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  IS=070022373S 

ILS  lays  ENTER  THE  FULL... 

USER  enters  0700223733 


ILS  nill  then  se?rch  the  ZSSXvlSBM  index  to  find  all  possible  matches,  and  uil 
display  them  on  the  scraen.  If  there  are  more  than  5  matches  IIS  will  display 
the  first  5  and  say  THERE’S  MORE.  The  user  may  browse  through  tha  matches  by 
typing  F  for  FORWARD  or  3  for  3ACKHARDS.  If  the  correct  entry  is  found  the  usa 
must  type  the  ID  *  of  the  ccziaet  match .  If  the  usar  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  entry's  ID  ?. 


14. i. 2. TO  Access  by  IC  Card  Humber 


A  LI3RART  OF  CONGRESS  CARD  MUM3ER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress  This  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  xn  publishers’  Cataloging  In  Publication  {Cl?) 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  6  additional  numbers. 

To  access  by  the  LC  ♦  the  user  must  type  in  LC  in  response  to  the  ILS  prompt 
ITEM .  IIS  will  then  respond  uith  ENTER  THE  FUlL  OR  PARTIAL  LC  *.user 
must  then  type  m  the  LC  # .  It  is  possible  to  combine  these  2  steps  into  one 
by  entering  LCatg-izluSo  m  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
search  the  LC  *  index  to  find  appropriate  matches.  (If  the  entire  LC  #  was 
entered  there  will  be  only  one  match;  if  a  partial  LC  *  was  entered  there  may 
be  several  matches).  The  user  may  brouse  through  the  matches  by  pressing  F  to 
FORWARD  and  B  to  BACKUP.  If  the  correct  entry  is  to und .  enter  the  ID  •  for  tha 
entry.  If  the  user  is  not  sure  that  it  is  tha  correct  record  the  full  record 
may  be  called  up  by  pressing  D  and  the  entry’s  ID  #. 
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SAMPLE • 


OP. 


ILS  prompts  ITEM 
USER  replies  LC* 

IIS  says  ENTER  THE  FULL 
USER  tntars  79-122456 


I IS  prompts  ITEM 

JSER  «nti:s  LC*79-;234£i 


14.1.2.11  Accass  by  Title  Key 


Titla  accass  m  tha  ILS  system  is  almost  the  same  as  yhat  is  done  in  the  3CLC 
systan.  Usars  may  typa  i  n  a  truncated  search  key  composed  of  the  first  feu* 

characters  of  the  first  few  significant  words  in  the  title.  Articles  and 

other  stop  listed  words  (e.g.  a.  an,  the,  and.  United  States)  are  ignored.  The 
kay  3,2,2. 1  is  usad  to  match  tha  first  3  charactars  of  tha  first  word,  tha 
first  2  characters  of  the  second  word*  the  first  2  characters  of  the  third 
word,  and  tha  first  character  of  tha  fourth  word  in  the  titla  . 

To  access  by  title  key,  the  user  must  anter  T K  m  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IN  FORMAT  3,2.2,  1.  C NOTE :  if 
a  title  has  fewer  than  4  words  enter  commas  consecutively  to  fill  in  the  key  ) 

These  2  steps  may  be  combined  by  typing  (e.g.)  TK *  DO R . IL , ME  ,  3 .  ILS  will  reply 

by  searching  for  and  displaying  all  entries  which  match  the  search  key.  If 
there  are  more  than  5  matches  tha  system  uiii  say  THERE’S  MORE  and  the  user  may 
browse  through  the  entries  by  typing  T  for  FORWARD  or  3  for  3ACK WARDS.  To  be 
sura  that  you  have  the  correct  record  type  D  and  the  entry's  ID  * 


14.1.2.12  Accass  by  Author  Title  Kay 

The  AUTHOR/TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  i 
desired  record.  Although  the  same  words  may  be  found  in  the  titles  of  different 
works,  it  15  likely  that  different  authors  may  be  associated  with  each  title. 

In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3.2,2,  1  title  key. 

To  accass  by  author/titla  key  the  user  must  enter  AT  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  respond  with  ENTER  1ST  4  CHARS  OF  AUTHOR'S  LAST  NAME  L 
1ST  4  CHAR5  or  TITLE  IN  FORMAT  4,u.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  (e.g. ) 

AT*ALLR,30DY  for  the  entry  Body  Functions  by  Jon  Allred  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  in  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  ILS  will 
say  THERE'S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  scan  through 

the  list  press  F  for  TORUARD  and  3  for  3ACKUARD.  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 
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Access  by  Series 


14.  : . Z  .  ?  3 


Under  the  ILS  system  it  is  possible  to  access  records  in  the  faster 
3ibl iographic  Tile  by  the  SERIES  heading.  Cataiogers  and  other  library  staff 
may  find  this  access  point  particular ly  convenient  if  they  have  series  wmoh 
comprise  many  issues  These  are  most  notable  m  the  biomedical  3nd  physical 
sciences  and  m  special  libraries  that  contain  the  reports  of  their  agency  or 
corpora  tion . 

To  access  ILS  via  the  series  option  the  user  must  enter  SE  m  response  to  the 
promt  ITEM.  (MOT£:  This  item  option  should  not  be  confused  witn  the  /SE  command 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SE  command.  Remember  that  the  serials  check  m  command  requires 
a  /SE  to  get  out  to  that  transaction  activity,  whereas  accessing  a  record  by 
series  heading  requires  only  SE  in  response  to  the  ILS  prompt  ITEM.)  ILS  will 
reply  with  EMTER  THE  F'J II  OR  PARTIAL  SERIES.  The  user  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  known  and  ILS  will  search  the  series  index 
to  find  a  match.  ILS  will  display  all  matches  and  if  there  are  more  than  5,  the 
user  may  view  them  by  entering  F  for  FORWARD  or  3  for  SACK’JP. 


141.1  14  Message  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  item  in  the  Circulation 
Subsystem.  ILS  allows  for  a  short  massage  to  be  entered. 
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15.1  INTRODUCTION 


The  VERITY  procedure  allous  the  authorised  user  to  radically  alter  the  way 
in  which  ILS  operates.  In  VERIFY  On  mode,  ILS  will  display  the  patron  name 
or  item  title  every  time  a  barcode  label  or  library  card  is  sc anned  with  the 
barcode  scanner.  In  VERIFY  Off  mode  (standard  ILS  operation) ,  processing  is 
much  faster  but  patron  names  and  item  titles  are  not  displayed. 


AVAILABLE  INFORMATION 

1.  Overview  of  Verify 

2.  Step  by  Step  Procedures  For  Verify 

3.  Special  Features  for  Verify 


Please  enter  the  nuabar  of  the  type  of  information  you  desi/e  : 


15.1.1  VE  Overview 


VERIFY  sets  a  suxtch  in  ILS  which  determines  whether  or  not  the  patron  name  or 
item  title  is  displayed  whan  a  library  card  or  a  barcode  label  is  scanned. 

1.  v£RIFY*ON  -  Uhen  a  patron  or  an  item  ID  number  is  entered  into  ILS  (during 

CHECK  CUT  or  CHECK  IN  for  example),  the  computer  will  go  to  the 
magnetic  disk  which  stores  all  item  and  patron  information  and 
find  the  complete  record  for  that  item  or  patron.  The  name  or 
title  is  then  sent  to  the  terminal  and  displayed  on  the  screen. 

2.  VERIFY«OFT  -  Uhen  a  patron  or  an  item  ID  number  is  entered  into  ILS,  the 

computer  uiil  record  the  ID  and  continue  with  the  transaction, 
"he  patron  name  or  item  title  will  not  be  displayed  on  the 
screen.  ILS  will  find  the  complete  record  on  the  magnetic  disk 
later,  while  the  user  continues  with  other  transactions.  This  is 
much  faster  for  the  user  and  more  efficient  for  ILS  than  VE*CN. 

For  Step  By  Step  procedures  for  VERIFY  enter  *F'  and  a  RETURN. 


15.1.2  VE  Step  By  Step 


To  change  the  setting  of  VERIFY  the  authorised  user  may  enter 
/  V  E  *  0  N  OR  /VE-OFF 

m  response  to  any  ILS  prompt.  ILS  will  change  the  setting  and  return 
the  user  to  the  previous  prompt. 
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It  is  also  possible  to  change  the  VERIFY  setting  ■_ r 
The  user  enters  7E  in  response  to  the  ILS  prompt  :c 
either  OK  or  OFT  as  appropriate. 


15.1.3  VE  Special  Features 

As  of  July  8.  1980  there  are  no  known  special  ±<  atures  for  verify. 
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1  3  Y  INTRODUCTION 


GENERAL  FUNCTIONS  is  a  collection  '-i  functions  uhich  nay  be  used  Jithm  any 
subsystem  o  z  113.  For  ixacple  they  -■  a  y  be  used  while  m  either  the  Circulation 
or  Administrative  sues;  steas .  Chase  functions  are  o:  general  use  ana  interest 
so  they  do  not  fit  well  into  ?  single  subsystem  and  therefore  are  generally 
available  system  yide  (  1 r  the  user  ?  t  o  i  1 1  a  specifies  their  availability). 


1 . 

ADO  ROUTING 

9  . 

PATRON 

ACT I VI 

z . 

DETAIL 
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PRINT 

3  A?. COLE 

3  . 

EDIT  ITEil 

}  1  , 

PmTRCN 

DELETE 

4  . 

EXPERIENCE 
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PRINT 

T I  r*.  ?  0  ?.  A 

5  . 

HELP  TEXT  NAIXTEN AMCE 

*  3  . 

PftTRCN 

RESIST 

6  . 

I  TEN  DELETE 

A  4  . 

PATRON 

STATUS 

7  _ 

ITEM  STATUS 

1  5  . 

TIME  L 

Date 

3.  MEWL?  CATALOGED  I  ".SM 


Select  the  desired  op c ten  or  gc  back  to  the  Subsystem  option  list 


Page 


II 


2 


ADD  ROUTING 


2.1  INTRODUCTION 


Tha  ADD  ROUTING  procadura  paraits  luthonztd  ustcs  to  add/delata  nmm as  on 
routing  slip*.  Whan  joutmls  art  chackad  in  na  SERIALS  CHECK  IN.  routing 
slips  for  n«uly  rtctivtd  journals  may  ba  printtd,  so  that  tha  journal  aay  ba 
routad  to  patrons  or  to  thair  final  dastmation,  such  as  a  branch  library. 
Tha  ADD  ROUTIMG  ptocadura  paraits  usars  to  add  or  dalata  naats  to  routing 
slips  that  will  ba  producad  during  SERIALS  CHECK  IN. 

AVAILABLE  INFORMATION 

1 .  Ovaxviau  of  Add  Routing 

2.  Stap  by  Stap  Procaduras  For  Add  Routing 

3-  Spacial  Faaturas  for  Add  Routing 


Plaasa  antar  tha  nuabar  of  tha  typa  of  information  you  dasira : 


2.1.1  AR  Ovarviau 


ADD  ROUTING  is  usad  to  add  or  dalata  patron  naias  to  routing  slips  usad  to 
eirculata  sazials  as  thay  ara  chackad  in. 

ADD  ROUTING  raquiras  that  tha  usar  supply* 

1.  Tha  Itaa  Idantifiar ( s )  -  tha  coda  nuabar  for  tha  individual 

itam  (a  uniqua  nuabar  for  aach  piaca) 
uhich  ILS  usas  mtarnally  to  idantify 
tha  itaa(s)  to  ba  routad. 

2.  A  Patron  Idantifiar  -  tha  coda  nuabar  for  tha  patron  (a  uniqua 

nuabar  for  aach  patron)  which  ILS  usas 
intarnally  to  idantify  tha  patron. 


2.1.2  AR  Stap  By  Stap 


In  ADD  ROUTING  tha  usar  suit; 

1.  IDENTIFY  THE  ITEM(S)  TO  BE  ROUTED 

This  saction  axplains  how  to  stitch  through 
tha  ILS  systam  for  tha  appropriata  itaa. 

2.  IDENTITY  THE  PATRON(S) 

This  saction  axplains  how  to  add/dalata 
naaas  from  an  itaa's  routing  slip. 
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3.  EXI"*  r  HO  :t  AR 

Thi*  section  explains  fiou  to  use  the  '/' 
command  to  exit  from  Add  Routing. 

Tot  aore  HELP  concerning  any  of  these  steps  enter  the  number  of  that 
step  and  then  press  <RE7'JRN>. 


2.  1.2.1  Identify  Item 


IDENTITY IMG  ITEMS  WITH  THE  BARCODE  SCAMMER 

The  barcode  scanner  is  the  fastest  way  to  complete  any  transaction  in  ILS. 
Using  the  barcode  wand  eliminates  the  need  for  having  to  type  m  lengthy 
petron  data,  item  data  and  the  transaction  symbols  (e.g.  /CO  or  /Cl).  3y 
uandmg  over  a  coded  version  of  this  same  data.  IIS  users  will  not  experience 
the  problems  associated  with  mukeying  this  important  information. 

To  identify  an  item  using  the  barcode  scanner,  the  user  must  first  be  sure 
that  IIS  is  prompting  the  user  with  ITEM.  At  this  point  the  user  must  put  the 
point  of  the  wand  on  the  barcode  label,  and  move  the  point  of  the  wand 
over  the  pattern  of  black  vertical  lines.  It  does  not  matter  if  the  wand  moves 
from  the  left  to  right  side  or  vice  versa.  Sometimes  it  helps  if  the  wand  is 
held  directly  over  the  item,  instead  of  at  a  slant  the  way  one  would  f.  -  I  f  a 
pen.  It  is  not  necessary  to  scratch  the  barcode  label.  A  little  smooth  stior.t 
is  all  that  is  needed.  Once  ILS  has  recognised  the  item,  it  will  respond  by 
beeping  once.  This  is  to  say.  '‘I  recognize  this  item!1*  After  a  little  practice 
with  the  wand  users  will  feel  more  comfortable  using  it. 

IDENTIFYING  ITEMS  WITHOUT  A  BARCODE  SCANNER 

It  is  sometimes  the  case  that  users  either  cannot  or  do  not  want  to  use  the 
barcode  wand.  Under  these  circumstances  users  may  instead  access  the  I IS 
Master  Bibliographic  File  through  alternate  options.  In  response  to  the  prompt 
ITEM,  enter  ?  and  a  carriage  return.  Its  Mill  display  8  access  optiors  and  an 
additional  option  which  affixes  short  messagas  to  an  item  record.  They  are  = 

(NOTE-  ONCE  YOU’RE  DOME  READING  AN  ITEM  IDENTIFICATION  OPTION 

ENTER  A  'T'  AND  A  RETURN  TO  GET  BACK  TO  THIS  DISCUSSION!) 


1 . 

IID#* 

Item  Identification  # 

6  . 

TK 

* 

Title  Key 

2  . 

AU  * 

Author 

7  . 

AT 

* 

Author/Title 

Ke  y 

3  . 

CA  » 

Call  Number 

8  . 

SE 

S 

Series 

<4  . 

IS  * 

ISSN/ISBN 

9  . 

MI 

9 

Message  (for 

item  just  entered) 

5.  LC  »*  Library  of  Congress  * 

2.  1.2. 2  Access  by  Item  Identification  Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  in  the  ILS  system.  The  IID#  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  ber 
coda  and  is  found  on  tha  bar  code  label.  It  can  be  up  to  10  characters  long. 

To  access  by  the  item  identification  number,  enter  the  key  l,IID#M  m  response 
to  the  ILS  prompt  ITEM.  ILS  will  then  ask  for  the  IID#  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item’s  bar  code  label. If  a  user  chooses 
(this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
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P  -»ge  3 


appear. Any  discra panel as 
uzong  match  or  no  natch, 
entmnng  IID*-0  *•  t  90 


in  tha  spacing  of  tha  charactars  or  typos 
tha  usar  nay  coabina  thasa  staps  into  ona 
4  in  rasponsa  to  tha  prompt  ITEM. 


will  yiald  a 
stap  by 


SAMPLE:  US  prompts  ITEM: 

USEE  types  XXO*  OR 

IIS  asks  for  tha  tID* 

USER  enters  IID*  value 


ILS  prompts  ITEM : 

USER  replies  IID*»0  •  *  1  90  4 


2. 1.2.3  Access  by  Author 


Accessing  an  itea  by  tha  AUTHOR  is  a  popular  access  option.  Tha  ILS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries: 

SAMPLE J  AU* ANDERSON  IIS  will  display  all  entries  with  ANDERSON  as 
author*  without  regard  to  uhich  ANDERSON.  The 
user  nay  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  7  to 
FORWARD  through  the  list  or  B  to  BACKUP. 


ID  TITLE  AND  AUTHOR 

1  The  Silver  Skates  by  Anderson.  Hans  Christianson 

2  The  Biography  of  by  Anderson.  Sandy  £ . 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
(DISPLAY)  can  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  commend  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  aceess  option,  the  user  may  select  another  search  key  or 
quit  entirely. 


2. 1.2.4  Access  by  Cell  Number 


Located  in  eost  instances  on  the  spine  some  other  visible  pert  of  an  item, 
the  CALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaining 
access  to  the  reeord  of  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world.  tDewey.  Library  of  Congress, 
and  the  Netional  Library  of  Medicine's  being  the  more  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  in  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  cell  numbers  end  thick  items  have  short  ones. 

To  access  by  call  number  the  user  must  type  in  CA  in  response  to  the  ILS 
prompt  ITEM.  IL3  will  reply  with  ENTER  THE  FULL  OR  PARTIAL  CALL  NUMBER.  Then 
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the  user  can  enter  the  call  number  desired.  If  instead  the  user  wishes  to 
combine  these  two  steps  the  user  may  enter  CA*2A76.15  in  response  to  the  I LS 
prompt  ITCH.  This  may  save  some  time.  If  the  user  wishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  ILS  will  display  5  entries  at  a 
time  on  the  screen. The  user  may  press  F  to  FORWARD  or  3  to  go  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  D  and  the  item's  ID  number. 


2.1.2.S  Access  by  ISSN  or  IS3N 


The  ISSN  and  ISBN  are  numeric  conventions  which  have  been  established  to 
standardise  the  identities  of  both  serials  and  monographs  respectively. 

They  ere  heavily  used  in  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  naans  of  specifying  a  desired 
item.  The  numbers  ere  e  code  which  identifies  both  the  publisher  end 
the  specific  item. 

To  access  by  either  the  ISSN  or  ISBN  enter  IS  in  response  to  the  ILS  prompt 
ITEM .  ILS  will  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSN/ISBK.  The  user 
must  then  enter  in  the  value.  The  user  may  Instead  combine  these  two  steps 
into  one  by  typing  15*07002237 33  in  response  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  end  then  display  on  the  screen  ell  items  which  match.  If  the  user 
wants  a  specific  item,  cere  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  wishes  to  see  a  ranga  of  entries  beginning  with  the  same 
numbers  then  only  e  partial  ISSN  or  ISBN  need  be  entered. 


SAMPLE  s  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  15*0700223733 

ILS  says  ENTER  THE  FULL .  .  . 

USER  entars  0700223733 


ILS  will  then  search  the  ISSN/ISBN  index  to  find  all  possible  matches,  end  will 
display  them  on  tha  screen.  If  there  are  more  than  S  matches  ILS  will  display 
the  first  S  end  say  THERE'S  MORE.  The  user  may  browse  through  the  matches  by 
typing  F  for  FORWARD  or  B  for  BACKWARDS.  If  the  correct  entry  is  found  the  usei 
must  type  the  ID  3  of  the  correct  match.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  3  and  that  entry's  ID  t. 


2 .  1.2,6  Access  by  LC  Card  Number 


A  LIBRARY  0T  CONGRESS  CARD  NUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress.  This  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congrats.  The  number  is  usually  one  of  the 
cataloging  alamants  included  m  publishers'  Cataloging  In  Publication  (CIP) 
data.  It  is  typically  composad  of  2  characters  followed  by  e  hyphen  end 
3  to  6  additional  numbers . 

To  acoess  by  the  LC  3  the  user  must  type  in  LC  in  response  to  the  ILS  prompt 
ITEM.  ILS  will  then  respond  with  ENTER  THE  FULL  OR  PARTIAL  LC  l.usec 
must  then  type  in  the  LC  3.  It  is  possible  to  combine  these  Z  steps  into  one 
by  entering  LC*7 9- 1 2 3456  in  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
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seareh  th*  LC  4  index  to  find  appropriate  matches.  C If  th*  entire  LC  *  was 
•nt«r«d  there  will  be  only  on*  natch;  if  a  partial  LC  *  uas  antarad  theca  may 
ba  several  Batches  )  .  Tha  usar  nay  bzousa  through  th*  Batches  by  prassmg  f  to 
rORUARO  and  S  to  BACKUP.  If  tha  correct  entry  is  found,  enter  tha  ID  t  for  that 
antzy.  If  th*  usaz  is  not  sura  that  it  is  tha  correct  record  tha  full  record 
aey  ba  callad  up  by  pressing  D  and  tha  entry’s  ID  #. 


SAMPLE*  ILS  proapts  ITEM 

USER  replies  LC#  OR 

IIS  says  ENTER  THE  FULL... 

USER  enters  79-123456 


ILS  proapts  ITEM 

USER  enters  LC*79-123456 


2. 1.2.7  Access  by  Title  Kay 


Title  access  in  tha  ILS  system  is  almost  tha  saaa  as  what  is  dona  in  tha  OCLC 
systa*.  Users  aay  type  in  a  truncated  search  Kay  composed  of  tha  first  few 
characters  of  tha  first  feu  significant  words  in  th*  title.  Articles  and 
other  stop  listed  words  (a.g.  a,  an.  tha,  and.  United  States)  ar*  ignored.  Tha 
key  3,2,2, 1  is  used  to  match  tha  first  3  characters  of  the  first  word,  tha 
first  2  characters  of  th*  second  word,  tha  first  2  characters  of  tha  third 
word,  and  tha  first  character  of  the  fourth  word  in  tha  title. 


To  access  by  title  key.  tha  usar  must  enter  TK  in  response  to  tha  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IK  FORMAT  3,2.2.  1.  C  MOTE :  if 
a  title  has  fewer  than  4  words  enter  commas  consecutively  to  fill  in  th*  key.) 
These  2  steps  may  he  combined  by  typing  (a.g.)  TK* DOR , IL , ME , D .  ILS  will  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key.  If 
there  are  more  than  5  matches  the  system  will  sey  THERE'S  MORE  and  the  user  may 
browse  through  the  entries  by  typing  F  for  FORWARD  or  B  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  ID  *. 


2.  1.2. S  Access  by  Author  Title  Key 


The  AUTHOR/TITLE  key  is  a  combination  key  used  to  sort  out  core  quickly  a 
desirad  record.  Although  the  same  words  may  be  found  in  the  titles  of  different 
works,  it  is  likely  that  different  authors  may  be  associated  with  each  titla . 

In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  then  a  3,2.2,  1  title  key. 

To  access  by  author/title  key  the  user  must  enter  AT  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  respond  with  ENTER  1ST  4  CHARS  OF  AUTHOR'S  LAST  NAME  C 
1ST  4  CHARS  OF  TITLE  IN  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  (a.g.) 

AT* ALLR , BODY  for  th*  entry  Body  Functions  by  Jon  Allred.  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  in  groups  of  S  on  the  screen.  If  there  ere  more  than  S  entries  ILS  will 
sey  THERE'S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  seen  through 

the  list  press  F  for  FORWARD  and  B  for  BACKWARD.  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  may  press  D  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 
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Under  the  ILS  system  it  is  possible  to  access  records  in  the  Master 
Bibliographic  Tile  by  the  SERIES  heading.  Catalogers  and  other  library  staff 
aay  find  this  access  point  particularly  convenient  if  they  have  series  which 
comprise  many  issues .  These  are  aost  notable  m  the  biomedical  and  physical 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation  - 

To  access  US  via  the  series  option  the  user  aus t  enter  SE  m  response  to  the 
promt  ITEM .  (NOTE1  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SE  command.  Remember  that  the  serials  check  in  command  requires 
a  /SE  to  get  out  to  that  transaction  activity,  whereas  accessing  a  record  by 
series  heading  requires  only  SE  in  response  to  the  ILS  prompt  ITEM.)  IIS  will 
reply  with  ENTER  THE  FULL  OH  PARTIAL  SERIES.  The  user  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  known  and  IIS  will  search  the  series  index 
to  find  a  match.  ILS  will  display  all  matches  and  if  there  are  more  than  5,  the 
user  may  view  them  by  entering  F  for  FORWARD  or  3  for  BACKUP . 


2.J.2.J0  .Message  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  item  in  the  Circulation 
Subsystem.  ILS  allows  for  a  short  message  to  ba  entered. 


2.1.2.11  AR  Identification  of  Patron 


Onoe  the  item  has  been  identified,  the  user  will 
petron(s)  connected  with  that  item's  routing  slip, 
prompt  the  user  with  the  serial  ID  and  copy  number. 


want  to  identify  the 
The  computer  will 
and  say : 


(  P  )  ERfTANENT  OR  <  T  )  EMPORART  ?  TEMPORARY 


This  concerns  the  status  on  the  routing  slip  of  the  intended  patron.  There 
is  no  great  diffarenca  betuean  the  two  choices.  With  a  temporary  status, 
the  patron  acknowledges  that  he  will  not  be  on  the  routing  slip  forever, 
but  his  name  will  not  be  deleted  from  the  routing  slip  until  someone 
goes  through  the  process  necessary.  The  system  will  never  delete  a  name 
from  a  routing  slip  without  being  told  to  do  so.  The  user  enters  the 
desired  status  with  either  a  ’ P'  or  a  * T ' . 


Onoe  the  status  is  entered,  the  user  has  several  options.  They  are: 

<A>  Add  Name  to  File 

<0>  Delete  Name  from  File 

<L>  List  Names  in  File 

</>  Co  beck  to  subsystem  (see  Exit  From  AR) 

<->  Go  back  to  function  (see  AR  Special  Features) 

<C>  Change  Temper ary/ Pe rmenent 


If  the  us«r  discovers  ha  has  antarad  the  wrong  status  command,  ha  can 
changa  it  with  tha  'C*  option.  for  example.  if  ha  has  anterad  *P*  for 
P«zian«nt  and  realizes  ha  wants  to  work  with  tha  Tinporary  status  f ila , 
entering  a  ' C *  will  switch  him  to  Temporary. 

Tha  Add  Routing  function  is  unique  bacausa  it  idantifias  first  how 
tha  patron  is  affactad  on  tha  routing  slip  and  than  idantifias  tha 
specific  patron.  Whan  tha  patron  is  idantifiad  tha  chosan  function 
will  be  axacutad  automatically. 

Tha  following  functions  ralata  diractly  to  tha  routing  slip.  Thay 
ara  common  to  both  tha  Ptrsanant  and  Temporary  status. 

1  )  Add  Nana  -  How  to  add  a  name  to  a  routing  slip 

2)  Dalata  Naaa  -  How  to  dalata  a  naaa  from  a  routing  slip 

3)  List  Kama  -  How  to  list  all  patrons  on  a  routing  slip. 

Indicata  by  nuabtz  tha  function  you  want. 


2.1.2.12  AR  Add  Naaa 


To  add  a  naaa  to  an  itam's  routing  slip*  tha  usar  must  antar  A  in  rasponsa 
to  tha  IIS  proapt  OPTION ’ .  IIS  will  raply: 


Tha  usar  must  now  bagin  to  antar  all  tha  nasts  that  are  to  ba  addad  to  tha 
routing  slip.  Aftar  tha  last  naaa  has  baan  anterad*  tha  user  aust  antar  a 
return.  ILS  will  than  prompt  tha  usar  with  a  senes  of  questions  as  part  of 
tha  exiting  process  (sea  AR  Exiting  from  Add  Routing) 

To  review  tha  patron  identification  options  press  1  *  or 
(T)  FORWARD  to  AR  Delate  Naaa.  or 
(T)  to  go  to  the  top  discussion 


2.1.2.13  Identifying  tha  Patron 


Any  and  all  ILS  functions  involving  patron  data  require  that  tha  patron  ba 
accurately  idantifiad  in  tha  ILS.  A  patron  nay  ba  identified  by  either  wending 
tha  bar  coda  on  their  library  card*  or  entering  tha  equivalent  bar  coda  number 
or  tha  patron's  last  name.  (If  tha  wand  is  not  used*  antar  tha  patron's  last 
name  instead  of  tha  barcode  number  to  avoid  typing  mistakes). 

PATRON  IDENTIFICATION  OPTIONS 

NAflE-This  is  tha  most  common  way  to  antar  tha  patron  data.  Enter  tha  full  last 
name  or  enough  characters  of  tha  last  naaa  to  narrow  tha  list  down  sufficiently 
to  display  tha  desired  patron  entry.  If  there  ara  more  than  5  matches.  ILS  will 
say  (THERE'S  MORE)  and  tha  usar  may  than  press  7  or  3  to  view  additional 
entries  that  match.  If  tha  5th  entry  seams  to  ba  tha  correct  one.  press  f  to  ba 
sura  that  tha  6th  or  7th  ones  ara  not  identical  names.  To  sea  more  information 
for  a  patron  in  tha  list,  antar  D  followed  by  tha  index  number  beside  tha 


patron's  nan*,  for  axtuplt,  if  you  had  a  list  like-' 


1  JOKES?  JOHM  8. 

2  JONES.  JOHM  0. 

3  JOKES.  JOHN  D. 

4  JONES.  JOHM  r. 

5  JOKES.  JOHN  R. 

and  you  uantad  to  display  son  information  from  the  patron's  record  to  select 
the  correct  entry,  you  could  enter  D2  or  03  to  view  further  information  from 
the  patron  record  to  accurately  identify  the  patron  from  the  list. 

Once  you’re  sure  that  you've  found  the  correct  entry,  enter  the  index  #  which 
appears  in  the  first  column  in  response  to  the  prompt  PATRON : . 


PATRON  ID  *-  The  Patron  ID  #  is  equivalent  to  the  bar  coda  configuration  which 
appears  on  each  patron's  library  card.  It  is  made  up  of  numbers  and  other 
characters  which  are  transformed  into  a  pattern  of  thick  and  thin  lines  and 
spaces  which  together  make  a  code  tc  identify  both  items  and  patrons  .  A  patron 
may  be  identified  by  this  code,  however,  it  is  suggested  that  the  staff  use  the 
wand  or  type  in  the  patron  name  whenever  possible,  thereby  minimizing  the 
chance  of  a  typing  error. 

PATRON  REGISTRATION  -  If  the  patron  is  not  already  registered  in  the  patron 
list,  it  will  ba  necessary  to  enter  their  patron  data  into  the  system  before 
any  transaction  can  be  recorded  into  ILs .  Local  ILS  sites  may  devise  their  own 
procedures  for  gathering  patron  information,  patting  it  into  the  system  at  some 
later  time,  for  a  fuller  discussion  of  patron  registration  refsr  to  the  path 
PATRON  REGISTRATION. 


2.1.2.14  AR  Delete  Name 


TO  delete  a  name  froe  a  routing  slip,  the 
ILS  prompt  OPTION:.  ILS  will  then  display 
and  uill  ask  the  user  which  name  is  to  be 
number  corresponding  to  the  name  which  is 


user  must  enter  D  in  response  to  the 
•11  the  names  currently  on  the  list 
delated.  The  user  may  than  entar  the 
to  be  deleted. 


The  user  must  enter  a  carriage  return  in  response  to  the  ILS  prompt  when  ail 
appropriate  names  have  been  daletad.  This  is  the  first  stap  of  the  exiting 
process  (See  AR  Exiting  From  Add  Routing.) 


2.1.2.15  AR  List  Name 


List  Name 
currently 


is  used  whenever  the 
on  the  routing  slip. 


user  wishes  to  view  all  tha  patrons 
A  sample  list  is  shown  below. 


who  are 
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AO  0  ROUTING 

Sr RIAL  TITLE:  THE  NIK  RECORD  (  *8)  COPY*  1 

TEMPORARY  OPTION  * __ 

t  riISS  JANE  BROUN 
Z  fIR  GEORGE  CAREU 

3  M  JR  BRIAN  JONES 

4  MS  MARX  SMITH 

NOTE:  Uhan  tha  us«r  selects  paratntnt  or  ttaportry  lists  at  the  baginning  of 
ADD  ROUTING,  this  salaction  uill  impact  what  lists  ara  displayad.  If  tha  usar 
wishes  to  hava  tha  othat  list  displayad  it  will  ba  na cassary  to  antar  a  C  in 
ctsponse  to  tha  ILS  pcoapt  OPTION:. 


2.1.2.16  AR  Exit  Add  Routing 


Aftar  tha  usar  has  coaplatad  asking  changas  to  tha  routing  slip*  a  raturn 
aust  ba  antarad  to  bagin  axiting  iron  ADD  ROUTING.  At  this  point  ILS  will 
prompt  with  (DILE  OR  (N)O  CHANGE?  HO/  .  Tha  system  is  sat  to  default  to  NO 

CHANGE  unlass  tha  usar  typas  in  r.  If  tha  user  wants  to  file  tha  changas  tha 

corzact  rasponsa  is  F.Naxt  ILS  prompts  with  < P ) PERMANENT/TEMPORARX ?  TEMPORARY/. 
Tha  systas  is  sat  to  dafault  to  TEMPORARY  unlass  tha  user  types  IK  P.  If  tha 

usar  wants  this  routing  slip  to  ba  a  permanent  ona  P  is  tha  corzact  rasponsa . 

Tha  usar  may  now  axit  from  ADD  ROUTING  by  using  tha  /  command.  This  will  taka 
tha  usar  to  any  othar  activity  within  ILS.  NOTE:  if  tha  /  kay  is  pcassad  bafora 
tha  ohangas  hava  baan  filad  away*  tha  changas  will  ba  lost. 


2.1.3  AR  Spaeial  features 


USE  OP  THE  -  KEY  and  PERMANENT  VS.  TEMPORARX  LISTS 

In  ADD  ROUTING,  tha  -  kay  is  usad  to  raturn  tha  usar  to  the  beginning  point  of 
either  tha  item  or  patron  idantif ication  stages  of  ADD  ROUTING.  This  is  dona  to 

enable  tha  usar  to  start  that  point  over  (a.g.  spall  a  naaa  a  diffarnt  way) 

while  keeping  tha  usar  within  ADD  ROUTING.  Pressing  tha  ■*  kay  will  erase  just 
tha  stage  of  AR  that  tha  usar  was  m  tha  middle  of  entering  (i.a.  just  tha  last 
item  or  patron  information  antarad.) 

ADO  ROUTING  provides  for  both  paraanant  and  taaporary  lists.  Permanent  lists 
ara  coaposed  of  patrons  who  wish  to  receive  all  issues  of  a  serial  title  each 
time  they  ara  checked  in.  Temporary  lists  ara  composed  of  patrons  who  wish  to 
receive  only  a  particular  issue  of  a  serial  title;  they  may  (e.g.)uish  to  read 
a  particular  issue  which  is  devoted  to  an  area  of  their  interest.  Users  aust 

specify  which  list  is  to  ba  modified;  to  change  a  list  ehoxca  type  C 
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:NTaODUCTIQN 


3  .  1 


DETAIL  i«rv«s  a*  a  taaporary  override  to  the  EXPERIENCE  setting  by  reversing 
a  user’s  experience  level  for  the  current  session  only.  Although  experienced 
users  aay  prefer  that  ILS  not  display  all  the  available  options, ther  users 
®ay  find  the  displays  helpful.  DETAIL  permits  users  to  reverse  their  experience 
level,  for  one  time  only,  and  gives  them  more  flexibility  using  IIS. 

A  V  AIL  A  3  1 1  INFORMATION 

1 .  Overview  of  Detail 

2.  Step  by  Step  Procedures  Tor  Detail 

Please  enter  the  number  of  the  type  of  information  you  desire; 


3.1.1  D  E  Over  view 


DETAXX-  requires  users  to  choose  Between  the  OX  and  the  OFF  setting,  each  of 
which  is  explained  below. 

If  you  choose  OK  -  ILS  will  display  all  options  at  each  point  in  the  session. 

If  a  user  is  an  experienced  usar .  (they  usually  DO  MOT  have 
the  options  displayed  for  them)  choosing  OK  will  mean  that 
ILS  WILL  DISPLAY  all  options  for  the  current  session.  The 
next  time  this  user  uses  ILS  the  options  will  not  be  shown. 

If  you  choose  OFT  -  ILS  will  not  display  options  for  each  point  in  the  session. 

If  a  user  is  an  inexperienced  user,  (they  usually  DO  have 
the  options  displayed  for  then)  choosing  OFF  will  mean  that 
ILS  WILL  MOT  DISPLAY  all  options  for  the  current  session. 
The  next  time  this  user  uses  ILS  the  options  will  ba  shown. 

MOTS :  To  permanently  reverse  a  user's  experience  level  see  EXPERIENCE. 


3.1.2  9E  Step  By  Step 


To  temporarily  change  experience  level  the  user  aey  enter 
VDt*OM  OR  /DE-OFF 

in  response  to  any  ILS  prompt.  ILS  will  change  the  experience  level  for 
this  session  only  and  return  the  user  to  the  previous  prompt. 

It  is  also  possible  to  change  the  experience  setting  in  a  two  step  process. 
The  user  enters  DE  in  response  to  the  ILS  prompt  COMMAND  =  and  then  enters 
^either  OK  or  OFF  as  appropriate . 
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EDIT  ITEM 


4 


4  .  1  INTRODUCTION 


The  EDIT  ITEM  procedure  ptcaxts  authorized  users  to  edit  or  add  to  cataloging 
dati  in  the  Master  Bibliogr aphic  Tile  (M3F). 

AVAILABLE  INFORMATION 

1 .  Overview  o f  EDIT  ITEM 

2.  Step  by  Step  Procedures  For  EDIT  ITEM 

3.  Special  Features  for  EDIT  ITEM 

Please  enter  the  number  of  the  type  of  information  you  desires 

<4.1.1  El  Overview 


The  EDIT  ITEM  procedure  permits  authorized  users  to  edit  or  add  to  cataloging 
data  in  the  Master  Bibliographic  File  (MBF). 

The  user  must  identify  the  item  for  which  the  record  is  to  be  edited.  ILS 
will  then  allow  the  user  to  add  to  or  dalata  from  the  cataloging  data.  ILS 
will  then  file  the  edited  record  m  the  MBF . 


Tor  Step  By  Step  Procedures  of  EDIT  ITEM  press  *F*  and  RETURN  to  go  forward. 


4.1.2  El  Step  By  Step 


EDIT  ITEM  should  follow  this  sequence  of  steps  * 

1 .  ITEM  IDENTIFICATION 

Identify  the  item  for  which  the  record  is  to  be  edited. 

2.  EDIT  ITEM  RECORD 

Change  or  add  to  the  MARC  record  in  the  MBF. 

3.  FILE  ITEM 

Tile  the  changed  record  in  the  nsr  or  leave  the  it  unchanged . 
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for  jo:b  HELP  enter  the  number  of  the  desired  option  or  7DRUARD  to 
Special  features; 


4 .  ) . 2 .  1  Identify  I  tea 


IDENTIFY  IMG  ITEMS  WITH  THE  3 AftCODE  SCAMMER 

The  Par code  scanner  is  the  fastest  way  to  complete  any  transaction  m  115. 
Using  the  barcode  uand  eliminates  the  need  for  having  to  type  m  lengthy 

patron  data,  item  data  and  the  transaction  symbols  :e.g.  /CO  or  /Cl)  .  3y 

binding  over  a  coded  version  of  this  same  data,  IIS  users  uill  not  experience 
the  problems  associated  with  aukaymg  this  important  information. 

To  identify  an  item  using  the  barcode  scanner,  the  user  must  first  be  sure 
that  IIS  is  prompting  the  user  with  ITEM.  At  this  point  the  user  must  put  the 
point  of  the  wand  on  the  barcode  label,  and  move  the  point  of  the  uand 
over  the  pattern  of  black  vertical  lines.  It  does  not  matter  if  the  uand  moves 
from  the  left  to  right  side  or  vice  versa.  Sometimes  it  helps  if  the  uand  is 

held  directly  over  the  item,  instead  of  at  a  slant  the  way  one  would  hold  a 

pen.  It  is  not  necessary  to  scratch  the  barcode  label.  A  little  smooth  stroke 
is  all  that  is  needed.  Once  IIS  has  recognired  the  item,  it  will  respond  bj 
beeping  once.  This  is  to  say.  14 1  recognise  this  iteal"  After  a  little  practice 
with  the  wand  users  u.\ll  feel  more  comfortable  using  it. 

IDENTIFYING  ITEMS  WITHOUT  A  BARCODE  SCANNER 

It  is  sometimes  the  case  that  users  either  cannot  or  do  not  uant  to  use  the 
barcode  uand.  Under  these  circuus tance s  users  may  instead  access  the  ILS 
Master  bibliographic  File  through  alternate  options.  In  response  to  the  prompt 
ITEM,  enter  ?  and  a  carnage  return.  IIS  fill  display  8  access  options  and  an 
additional  option  which  affixes  short  messages  to  an  item  record.  They  are; 

(NOTE:  OltCE  YOU’RE  DONE  READING  AN  ITSII  IDENTIFICATION  OPTION 

ENTER  A  ' Y  *  AND  A  RETURN  TO  GET  BACK  TO  THIS  DISCUSSIONI) 


1 . 

1 1 D  0  * 

Item  Identification  $ 

6  . 

IK 

T 

Title  Key 

1 . 

A  U 

Author 

7  . 

AT 

» 

Author  'Title 

Key 

3  . 

CA 

Call  Humber 

3  . 

SE 

* 

Series 

4  . 

IS  ■ 

ISSN/IS3K 

9  . 

MI 

* 

Massage  (foe 

item  just  entered) 

5.  LC  *■  library  of  Congress  » 


4 . 1 . 2 • 2  Access  by  Item  Identification  Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  in  the  ILS  system.  The  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  uhich  make  up  the  bar 
code  tnd  is  found  on  the  bar  code  label.  It  can  be  up  to  10  characters  long. 

To  access  by  the  iteru  identification  number,  antar  the  key  "IID*"  m  response 
to  the  ILS  prompt  ITEM.  ILS  will  then  ask  for  the  IID*  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item’s  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear.  Any  i scie  panciei  in  the  spacing  of  the  characters  or  typos  will  yield  a 
wrong  match  or  no  match.  The  user  may  combi''  these  steps  into  one  step  by 
entering  TID*»0  <♦  1  90  4  in  response  to  the  prompt  ITEM. 


Page  ’  3 


SAMPLE 


ILS  ?rDipt3  ITEM.:  ILS  prompts  ITEM ' 

JSER  types  mi  ca  USER  replies  HDl-0  S*  *  90  4 

ILS  asks  for  the  IID# 

USER  tntars  IID«  valut 


s*  .  1  2  .  3  Uccau  by  Author 


Accessing  an  it»t  by  tht  AUTHOR  is  a  pop  Uz  access  option  The  ILS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  dona 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries  : 

SAfIPLE-  A U» ANDERSON  ILS  will  display  all  entries  with  ANDERSON  as 

author,  without  regard  to  which  ANDERSON.  The 
user  aty  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  F  to 
FORWARD  through  the  list  or  B  to  BACKUP. 


ID  TITLE  AND  AUTHOR 

1  The  Silver  Skates  by  Anderson,  Hans  Christianson 

2  The  Biography  of  by  Anderson,  Sandy  E. 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  ?n  entry  being  the  correct  entry  the  D  coamend 
(DISPLAY)  ean  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  option,  the  user  may  select  another  search  key  or 
quit  entirely. 


4 . 1 . 2 . u  Access  by  Call  Number 


Located  m  most  instances  on  the  spine  or  some  other  visible  part  of  an  item, 
the  CALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaining 
access  to  the  record  ox  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  uorld,  (Deuey.  Library  of  Congress, 
and  the  National  Library  of  Medicine's  being  the  more  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  in  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  call  numbers  end  thick  items  have  short  ones. 

To  access  by  call  number  the  user  must  type  in  CA  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  reply  with  ENTER  THE  FULL  OR  PARTIAL  CALL  NUMBER.  Then 
the  user  can  enter  the  call  number  desired.  If  instead  the  user  wishes  to 
combine  these  two  steps  the  user  may  enter  CA*SA76.15  in  response  to  the  ILS 
prompt  ITEM.  This  may  save  some  time.  If  the  user  wishes  to  see  a  range  of 
entries  beginning  with  the  same  cell  number  ILS  will  display  S  entries  at  a 
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time  on  the  screen.  The  user  may  press  ?  to  ru&MARD  or  3  to  jo  B ACX .<•*?. DS  through 
the  list. To  see  the  full  record  or  an  item  enter  0  and  the  iters’ s  ID  number. 

U.t.2.5  Access  by  ISSN  or  ISSN 


The  ISSN  and  IS3N  are  numeric  conventions  which  have  been  established  to 
standardise  the  identities  of  both  serials  and  monographs  respectively 
They  are  heavily  used  m  the  acquisitions  process  by  pubiisners  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  code  which  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSN  or  ISBN  enter  IS  m  response  to  the  ILS  prompt 
ITEn.  ILS  Will  respond  with  ENTER  THE  TULL  OR  PARTIAL  ISSN/ISBN.  The  user 
must  then  enter  in  the  value.  The  user  may  instead  combine  these  tuo  steps 
into  one  by  typing  IS  *  0 7 0 0 2 2 37  3 3  m  response  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  and  then  display  on  the  screen  all  items  which  match.  If  the  user 
wants  a  specific  item,  care  must  ba  exercised  to  enter  the  value  exactly 
correct.  If  the  user  wishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  or  ISBN  need  be  entered. 


SAMPLE1  ILS  prompts  ITEM  ILS  prompts  ITEM 

'JSER  replies  IS  OR  USER  replies  IS*  0700  2  2  37  33 

ILS  says  ENTER  THE  FULL... 

USER  enters  0700223736 


ILS  will  then  search  the  ISSH/ISBN  indet:  to  find  all  possible  matches,  and  will 
display  them  on  the  screen.  I 2  there  are  a-ore  than  5  matches  ILS  will  display 
the  first  5  and  say  THERE'S  WORE.  The  user  may  browse  through  .he  matches  by 
typing  F  for  FORWARD  or  3  for  3 ACK WARDS .  If  the  correct  entry  is  found  the  user 
must  typa  the  ID  •  of  the  correct  mete h.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  entry's  ID  ♦. 


4 . 1 . 2 . 6  Access  by  LC  Card  Number 


A  LIBRARY  OT  CONGRESS  CARD  NUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress.  This  nuuber  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  in  publishers'  Cataloging  In  Publication  (CIP) 
data.  It  is  typically  composed  of  2  cnaracter*  followed  by  a  hyphen  and 
3  tc  6  additional  numbers. 

To  access  by  the  LC  *  the  usac  must  type  in  LC  m  response  to  the  ILS  prompt 
ITEM.  ILS  will  then  respond  with  ENTER  THE  T  \*LL  OR  PARTIAL  LC  l.user 
must  then  type  in  the  LC  ♦  .  It  is  pos»ioie  to  combine  these  2  steps  into  one 
by  entering  LC*79-123uS6  m  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
search  the  LC  •  index  to  find  appropriate  matches.  'If  the  entire  LC  •  was 
entered  there  will  be  only  one  aetch;  if  a  partial  LC  *  was  entered  there  may 
be  several  aatches).  The  user  may  browse  through  the  matches  by  pressing  F  to 
TORUARD  and  3  to  BACKUP.  If  tha  correct  entry  is  found,  enter  the  ID  *  for  that 
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•ntry.  I i  the  us«c  is  not  iuc«  that  it  is  the  correct  record  the  full  record 
may  he  celled  up  by  pressing  0  end  the  entry's  ID  * . 


SAMPLE 5  ILS  prompts  ITEM  XLS  proepts  ITEM 

USER  replies  LC*  OR  USER  enters  LC*79-i23U56 

ILS  seys  ENTER  THE  rULL... 

USER  enters  79-123456 


4.  1.2.7  Access  by  Title  Key 


Title  eccess  in  the  ILS  systee  is  elaost  the  smae  es  uhat  is  done  in  the  OCLC 
system.  Users  aey  type  in  e  truncated  search  key  composed  o £  the  first  feu 
characters  of  the  first  feu  significant  words  in  the  title.  Articles  and 
other  stop  listed  uords  (e.g.  a.  an.  the,  and.  United  States)  are  ignored.  The 
key  3.2.2. 1  is  used  to  match  the  first  3  characters  of  the  first  word,  the 
first  2  characters  of  the  second  uord ,  the  first  2  characters  of  the  third 
uord.  and  the  first  character  of  the  fourth  uord  in  the  title. 

To  eccess  by  title  key.  the  user  must  enter  TK  in  response  to  the  ILS  prompt 
ITEM.  ILS  uill  respond  uith  ENTER  THE  TITLE  KET  IN  FORMAT  3.2.2,  1.  ( NOTE ;  if 
a  title  has  fauer  than  4  uords  antar  commas  consacuti vel y  to  fill  in  the  key.) 
These  2  steps  mey  be  coebined  by  typing  (e.g.)  TK-DOR , It , ME . D .  ILS  uill  reply 
by  searching  for  and  displaying  all  antrias  which  match  the  search  key.  If 
there  era  more  then  5  matches  the  system  uill  sey  THERE'S  MORE  and  the  user  mey 
browse  through  the  entries  by  typing  f  for  roRUARO  or  3  for  3ACKUARD5 .  To  be 
sure  thet  you  heve  the  correct  record  type  D  end  the  entry's  ID  *. 


4.  1.2.6  Access  by  Author  Title  Key 


The  AUTHOR/ TITLE  key  is  e  coebination  key  used  to  sort  out  eore  quickly  e 
desired  record.  Although  the  seme  uords  aey  be  found  in  the  titles  of  different 
works,  it  is  likely  thet  different  authors  may  be  associated  with  each  title. 

In  this  case  e  4,4  coebination  key  of  both  author  and  title  would  yield  e  more 
precise  retrieval  then  a  3,2,2.  1  titla  kay . 

To  access  by  author/title  kay  the  user  must  enter  AT  m  response  to  the  ILS 
proept  ITEH.  ILS  will  respond  uith  ENTER  1ST  4  CHARS  OF  AUTHOR'S  LAST  KAME  C 
1ST  4  CHARS  or  TITLE  IN  FORMAT  4,4.  The  user  must  then  enter  the  characters 

es  prescribed.  It  is  possible  to  coebme  these  2  steps  by  typing  (e.g.) 

AT* ALLR . BOOT  for  the  entry  Body  Functions  by  Uon  Allred.  ILS  will  respond  by 
searching  for  ell  author  title  combinations  with  thase  characters  and  display 
thee  in  groups  of  S  on  the  screen.  If  there  ere  more  then  5  entries  ILS  uill 
sey  THERE'S  MORE  end  the  user  can  press  RETURN  to  view  thee.  To  seen  through 

the  list  press  T  for  FORWARD  and  B  for  BACKWARD.  To  be  sure  thet  an  entry  is 

for  the  correct  record  the  user  may  press  0  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 


4 .  *.2.9 


Access  by  Series 


Under  the  ILS  syttaa  it  i*  possible  to  acctfs  rtcords  m  the  flaittr 
Bibliogr aphic  File  by  the  SERIES  heading.  Catalogers  and  othar  library  staff 
may  find  this  access  point  particularly  convenient  if  they  have  sanas  which 
comprise  many  issuai.  Thasa  ata  aost  notable  in  the  biomedical  and  physical 
sciancts  and  m  spacial  libranas  that  contain  tha  rapocts  of  than  agancy  or 
corporation . 

To  accass  ILS  via  tha  sarias  option  tha  user  oust  antar  SE  in  rasponsa  to  tha 
promt  ITEM.  (NOTE*  This  item  option  should  not  ba  confustd  with  tha  /SE  command 
for  serials  chack  in  which  is  anothar  faatura  of  tha  circulation  subsystem 
and  usas  tha  SE  command.  Remember  that  tha  serials  chack  m  command  requires 
a  /S£  to  gat  out  to  that  transaction  activity,  uharaas  accassmg  a  racord  by 
sarias  heading  requires  only  SE  m  rasponsa  to  tha  ILS  prompt  ITEM.)  ILS  will 
reply  with  ENTER  THE  FULL  OR  PARTIAL  SERIES.  Tha  user  may  than  antar  any  or  all 
uords  of  tha  sarias  heading  that  are  known  and  ILS  will  starch  tha  sarias  index 
to  find  a  match.  ILS  will  display  all  matchas  and  if  there  are  tort  than  5,  tha 
usar  may  viau  them  by  antanng  F  for  FORWARD  or  3  for  BACKUP. 


4.1.2.10  Massage  (Item  Just  Entered) 


Immediately  after  a  usar  has  identified  an  item  in  tha  Circulation 
Subsystem,  ILS  allots  for  a  short  massage  to  La  entered. 


4.J.2.H  El  Edit  Item  Record 


If  the  user  is  EDITING  deta  already  in  the  MBF  the  following 
sequence  may  occur . 


ILS  will  prompt- 
TAG  * 

SUBTIELD*- 

REPLACE-' 

WITH  : 


User  should  enter: 

MARC  tag  number  already  m  the  record. 

Subfield  code  already  in  the  record. 

Enter  the  characters  which  you  wish  to  delete  or  replace. 
Enter  the  corrected  deta. 


NOTE  that  ILS  will  raplaca  the  first  eatching  cher ac te r ( s  )  .  If  the  subfield 
contains  the  text  'Medicmed*  and  the  usar  enters  *d'  m  response  to  REPLACE 
the  result  would  be  'Me  icmed’.The  user  should  enter  *ntd  ’  m  response  to 
REPLACE  and  ' ne *  in  response  to  WITH.  This  would  result  in  'Medicine’ 

The  user  may  add  new  data  to  a  record  in  the  MBF  by  following  the  steps  below. 
If  the  user  enters  a  tag  number  or  a  subfield  code  that  is  not  currently  in 
the  record,  the  following  sequence  will  occur. 
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ILS  uill  ptoipt s 


Usar  should  antar: 


TAG :  flARC  tag  nuabtc  (  050,  245) 

a*  sura  to  mcluda  loading  zazoas 

IX'  Naze  indicator  C  two  nuabazical  charactars) 

If  not  mppropriata  for  this  tag  pcais  RETURN. 


SUBFIELD :  Subfiald  coda  (a,  b,  z) 

This  antry  MUST  ba  in  lowarcasa  lattars. 


ILS  uill  proaptt  Usar  should  antar: 

1>  Information  to  appaaz  in  this  subfiald. 

2>  ILS  uill  prompt  for  sacond  and  third  appaarancas 

of  tha  subfiald  until  usar  antars  RETURN  which 
uill  causa  TAG <  to  raappaar. 

Tha  saquancas  for  antacmg  or  aditing  data  uill  rapaat  until  ILS  prompts 
TAG:  and  tha  usar  ansuars  RETURN.  Than  ILS  uill  mova  to  FILE  ITEM. 


I 


For  aoca  information  on  FILE  ITEfl  prass  ’F'. 


4.1.2.12  El  Flla  Itaa 


If  tha  usar  has  ansuarad  a  TAG :  prompt  with  RETURN  in  tha  EDIT  ITEM  RECORD  I 

stap,  ILS  will  aova  to  TILE  ITEfl  and  prompt' 

(F)ila  os  (D)on't  changa  /  Tha  usar  aay  typa  *F*  to  fila  tha  aditad  racord 

in  tha  NBF  or  typa  ’D’  which  will  laava  tha 
original  racord  unchangad  m  tha  J1BF. 

Aftar  tha  usar  antars  1 F  *  or  'D'  ILS  will  prompt  ITEM  *  which  allows  tha  usar 
to  bagin  tha  EDIT  ITEfl  procass  again. 

i 

4.1.3  El  Spacial  Faaturas 


Tha  *  or  'up-arrow'  has  a  spacial  usa  in  tha  EDIT  ITEM  function. 

*Xf  tha  usar  doas  not  usa  tha  wand  and  barcoda  labal  to  idantify  tha  itaa, 
but  instaad  usas  a  titla.  author  or  othar  saarch  option,  a  match  may  not 
ba  found  in  tha  HBF .  Tha  usar  may  anttr  -  and  ILS  will  prompt  ITEfl: 
allowing  tha  usar  to  start  tha  EDIT  ITEff  procass  again. 
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EXPERIENCE 


S . 1  INTRODUCTION 


EXPERIENCE  identifies  a  usat  as  either  an  experienced  or  inexperienced  user. 
A  user's  experience  level  will  determine  whether  or  not  all  IIS  options  are 
displayed  on  the  screen. 

AVAILABLE  INFORMATION 

1 .  Overview  of  Experience 

2.  Step  by  Step  Procedures  For  Experience 


Please  enter  the  number  of  the  type  of  information  you  desire; 


5.1.1  EX  Overview 


EXPERIENCE  records  each  user's  experience  level  using  IIS.  It  is  linked  to  the 
user's  password  and  can  only  be  set  by  the  system  adramxs tr a tor .  There  are  two 
EXPERIENCE  settings^ 

1  . EXPERIENCE* 0 FF  -  This  option  is  for  users  who  are  not  experienced  with  ILS. 

With  EXP£RI£NC£*orr  ILS  will  automatically  list  the 
selection  options  available  at  every  point  in  ILS. 

2 . EXPERIENCE*ON  -  This  option  is  for  users  who  are  experienced  with  ILS. 

With  EXPERIENCE*ON  ILS  will  not  automatically  list  the 
selection  options  available  at  every  point  in  ILS. 


NOTE ;  Experienced  users  way  still  view  ILS  options  at  any  point  by  entering  a 
?  followed  by  a  return.  Should  it  ever  become  necessary  to  temporarily  reverse 
a  user's  experience  level  DETAIL  can  be  used. 


5.1.2  EX  Step  3 y  Step 


To  set  a  user's  experience  level  the  authorized  user  may  enter 

/ ex • on  or  /EX»orr 

m  response  to  any  ILS  prompt.  ILS  will  change  the  experience  level  and 
return  the  user  to  the  previous  prompt. 

It  is  elso  possible  to  change  the  experience  setting  m  a  two  step  process. 
The  user  enters  EX  in  response  to  the  ILS  prompt  COMMAND  ;  and  then  enters 
either  OH  or  OFF  as  appropriate. 
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6  HELP  MAINTENANCE 


1  OVERVIEW  of  HP! 


1.1  Hfl  -  Ovtrvitu 


Help  Maintenance  is  an  on-line  subsystem  for  maintaining  thosa  documents 
needed  by  tha  library  staff  m  day  to  day  oparations .  Thasa  docuiants  can  ba 

created  as 

o  Halp  displays  -  briaf  raady  rafaranca  information,  availabla  on-lina, 
concarning  what  to  do  in  soaa  particular  situation. 

o  Manuals  -  in  dapth  information,  availabla  on-line  or  in  printad  fora 
(depending  on  how  thay  ara  sat  up),  for  staff  aducation  and  training. 


1.2  HM  -  Purposa 


Many  halp  displays  and  instruction  aanuals  (lika  this  ona )  hava  alraady 
baan  praparad  by  tha  115  systems  staff.  Soaa  usars  may  not  naad  or  want  any 
aoia.  Houavac  thara  ara  a  nuabar  of  raisons  why  usars  may  wish  to  add  thair 
own  docuaants  or  adit  axistmg  onas  .  Thasa  include: 

o  Docuaanting  manual  procaduras  -  Evary  autoaatad  systaa  intarfacas  to 
■any  local  manual  procaduras.  To  oparata  a  system  corractly  a  staff 
■■■bar  needs  raady  access  to  infozaation  on  both  tha  manual  and 
automated  procaduras. 

o  Docuaanting  library  policy  -  A  staff  aeabar  should  ba  able  to  find  out 
all  tha  library's  policies  quickly  and  should  sea  thaa  in  thaiz  aost 
up-to-date  fora.  An  on-line  docuaen tation  system  such  as  Help 
Maintenance  may  ba  tha  bast  way  to  keep  this  inforaation  available  and 
currant . 

o  Docuaanting  customized  features  -  Tha  115  is  designed  for  easy 
customization  -  at  a  high  level  by  changing  system  parameters  and 
tables,  and  at  a  low  lavel  by  modifying  the  code.  Help  Maintenance 
makes  it  easy  to  keep  all  tha  documentation  accurate  at  aach  different 
installation  of  tha  IIS. 

o  Editing  IIS  docuaants  -  Tha  IIS  technical  writers  hav«  triad  to  make 
all  of  their  documentation  clear,  accurate,  and  aasily  understandable. 
However  improvements  may  be  possible. 


1.3  HM  -  Description 


The  Help  Maintenance  subsystem  is  designed  to  assist  the  user  to  perform 
the  following  functions: 

o  Entering  texts  into  the  computer's  data  base. 
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o  Editing  those  ta>!t*. 


o  Linking  different  blocks  of  text  (called  PARAGRAPHS)  together  to  for* 
}«4u«nct«  of  r#xt,  and  changing  oz  rearranging  thosa  link*. 

o  Indexing  individual  texts  or  whole  sequence*. 

o  Displaying  texts  on  terminal  screen*  ot  printing  the a  on  the  systea 
printer  -  either  individually  ot  in  sequence*. 
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BASIC  CONCEPTS  of  HM 


2.1  HO  Concepts  -  Paragraph 


Tha  basic  unit  of  text  in  the  Kelp  plain ta nance  subsystem  is  called  a 
PARAGRAPH . 

The  ILS  paragraph  is  not  necessarily  an  English  paragraph,  i  -  a .  a  number 
of  sentences  of  which  the  first  is  indented.  It  aay  be  an  English  paragraph, 
or  it  aay  be  a  single  word,  a  sentence,  a  group  of  English  paragraphs,  a  list, 
a  table,  or  even  a  graphic  design. 

Its  distinguishing  feature  is  that  it  is  always  treated  as  a  unit  for 
display  or  for  linkage  with  other  perigraphs . 

Everything  on  this  page  is  one  single  ILS  paragraph  (though  aora  than  one 
paragraph  can  be  put  on  one  page). 


2  .  ’  .  1 


HP1  Concepts 


Paragraph 


Exanp  1  a 


Hara  is  anothar  paragraph. 


It  includas  av«ry thing  in  this  box. 


vaztical  s 


?  h 


a  i«u  stray  charactari  of 

g 


that 

soaa  axtranaous  words  what 

huh  ? 


this  graphic  *  * 

a  a  a 


and  tha  borders  of  this  box  too. 


Mara’s  a  /ary  mil  paragraph. 

CAlso  in  a  small  bon.) 


Mara’s  anothar  short  paragraph. 

It’s  urinted  on  the  sama  page  as  the  short 
paragraph  above  . 

It  doesn’t  hava  a  box  around  it. 


2.1.2  HT*l  Concepts 

Paragraphs  ara 


-  paragraph  -  5  -  Size  Limits 

always  displayad  as  a  unit,  aither  on  a  CUT  tarminal 


il 


A- 
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screen,  or  on  a  printed  page. 

When  they’re  displayed  on  a  CRT*  long  paragraphs  nay  turn  out  to  be  too 
big  to  fit  on  one  screen.  Whan  that  happens,  the  computer  will  display  *  6 
lines  at  a  time  and  then  wait.  When  the  operator  presses  <RET'JRN>  it  will 
display  the  next  16  lines,  and  so  on  until  the  entire  paragraph  has  come  out. 
Even  though  the  paragraph  is  displayed  m  parts,  it  is  3till  a  unit  in  the 
sense  that  ue  cannot  display  the  middle  or  end  of  it  without  going  through 
the  beginning. 

If  you  ere  writing  paragraphs  which  will  be  displayed  on  CRT  screens,  it 
may  be  convenient  for  the  user  if  each  is  limited  to  16  lines. 

There  is  only  one  physical  limitation  on  the  sire  of  a  paragraph,  vis. 
each  paragraph  must  be  smell  enough  to  fit  in  the  memory  of  the  terminal  «t 
which  it  was  created.  This  is  required  because  each  paragraph  is  composed  on 
the  terminal  and  then  transmitted  to  the  computer  m  one  block  C  Sasic 
Operations  -  A dd). 


2.1.3  HU  Concepts  -  Paragraph  -  6  -  Text  £  Structure 


Paragraphs  may  be  thought  of  as  having  two  components,  a  TEXT  and  a 
STRUCTURE . 

The  TEXT  is  the  title  and  all  of  the  words,  spaces,  symbols,  etc.  of  e 
paragraph.  Everything  which  is  displayed  on  the  screen  is  the  paragraph's 
text . 


The  STRUCTURE  is  ell  of  a  paragraph's  links  with  other  paragraphs.  These 
links  create  PATHS  of  paragraphs  or  MANUALS  for  printing  out.  Paths  end 
manuals  are  explained  below. 


2.2  HH  PROCEDURES  -  PATH 


Paragraphs  aay  be  linked  together  to  form  sequences  of  paragraphs  which 
are  displayed  or  printed  m  the  sequence  order.  These  sequences  are  celled 
PATHS.  A  path  aay  contain  many  paragraphs  or  only  one. 

Every  path  must  have  e  name.  That  name  serves  as  tha  entry  point  to  the 
path  in  the  Help  Subsystem.  Thus  if  'CIf  is  the  name  of  a  path  of  paragraphs 
which  explain  how  to  check-in  a  book,  typing  HE-CT  or  /HE*CI  will  cause  the 
first  paragraph  of  that  sequence  to  be  displayed  on  the  screen. 

It  may  be  desirable  to  hev«  more  than  one  term  serve  as  an  entry  point 
for  e  given  path.  Thus  for  example  someone  may  need  help  in  checking  m  books 
but  not  know  that  Cl  is  the  exact  form  of  the  name  of  the  path  which  explains 
that  process.  To  provide  these  multiple  entries  ue  allow  SYNONYMS  to  be 
created  for  any  path.  In  the  case  of  Cl,  synonyms  such  as  CHECKIN .  CHECK-IN. 
CHECK  IN,  DISCHARGE,  and  RETURN  could  be  created  as  alternative  entry  terms. 
Any  number  of  synonyms  may  be  created  for  a  giv«n  path. 
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The  methods  used  for  linking  paragraph*  together  are  vary  simple  but 
extremely  flexible.  Any  particular  paragraph  may  ba  at  the  head  of  a  path,  the 
middle  of  a  path,  or  the  end  of  a  path  (all  of  which  sounds  pretty  obvious). 
However  in  addition  to  this,  one  paragraph  may  appear  m  more  than  one  path.  I 
may  for  example  be  at  the  head  of  one  path,  be  in  the  midair  of  tuo  others, 
and  be  at  the  end  of  a  fourth.  V ha  same  identical  paragraph  would  then  be  in 

four  different  paths. 

Furthermore,  any  path  may  have  branches  based  on  user  responses.  Thus  if 
a  usar  is  reading  a  paragraph  on  a  CRT  screen  and  presses  a  certain  kay,  ha 
might  get  a  certain  new  paragraph  on  the  screen.  However  if  he  presses  a 
different  key  he  might  get  a  different  new  paragraph  on  the  screen. 

The  reason  for  putting  one  paragraph  into  several  paths  is  that  it  is 
often  desirable  to  present  the  same  information  in  two  different  contexts. 

A  cataloger  for  exauple  may  need  to  know  how  to  search  the  bibliographic  file 
and  then  interpret  an  OCLC-like  display.  A  reference  librarian  may  need  to 
know  how  to  search  the  same  file  and  then  interpret  a  reference  display.  Each 
needs  some  of  the  same  information  and  some  different  information.  Another  use 
might  be  to  provide  different  amounts  of  information  for  different  purposes. 

For  example  there  u»y  need  to  be  a  long  multiparagraph  explanation  of  something 
in  a  manual,  and  a  one  or  tuo  paragraph  extract  for  help  displays. 

It  would  be  possible  to  achieve  the  above  aim  by  copying  one  paragraph 
into  tuo  paths ,  and  we  can  even  use  the  computer  to  do  the  work  so  there  need 
not  be  any  double  typing.  However  if  that  is  done  it  could  happen  that  one 
copy  would  be  changed  while  the  other  is  overlooked  -  thus  leaving  two 
conflicting  texts  in  the  system.  By  providing  one  single  physical  paragraph 
which  may  be  linked  into  many  paths  we  avoid  this  problem.  Every  document  in 
the  systea  is  authoritative.  Each  reflects  the  most  recent  update  of  all  the 
information  it  contains . 


2.2.2  Hfl  Concepts  -  Paths  -  4  -  Branch  on  response 


The  reason  for  providing  branch-on-response  capability  within  a  sequence 
is  that  it  enables  the  user  to  find  the  specific  information  he  needs  without 
looking  at  unneeded  clutter.  There  are  a  number  of  situations  which  'require 
this ,  for  example: 

o  A  staff  member  calls  up  a  help  display  and  finds  that  he  can't 

understand  it.  A  branch  link  might  be  provided  to  locate  more  general 
background  information. 

o  A  staffer  might  find  his  display  too  general.  Different  branch  points 
might  be  provided  to  enable  a  use  to  read  at  one  level  of  detail  and 
then  call  up  additional  details  or  go  on.  depending  on  how  much  he  wants 
to  know  about  a  subject. 

o  A  staffer  might  not  know  where  to  look  for  the  information  he  needs.  A 
help  paragraph  might  be  used  to  present  him  with  multiple  options. 
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It  is  even  possible  to  me  the  branching  capability  to  provide  progranoed 
instructional  manuals.  The  user  ouid  be  given  some  information  and  then  asxed 
a  question.  His  response  sight  then  be  used  by  the  branching  mechanism  to 
move  him  on  or  send  him  beck  to  some  previous  paragraph. 

All  of  these  capabilities  -  context  sensitive  displays,  documentation 
authority  control,  multiple  iavels  of  hal?  detail,  mdiract  access  to 
information,  and  primitive  computer  assisted  instruction,  are  made  possible 
by  the  multi-path,  b r anch-on- r es ponse  paragraph  linkage  system. 


2.3  HP!  Concepts  -  Manual 


A  MANUAL  is  a  path  specially  created  for  printing  out  on  paper.  ail  of 
the  paragraphs  in  a  manual  are  stored  on-line,  just  as  for  any  other  path,  but 
they  are  displayed  by  printing  them  out.  Three  characteristics  distinguish 
manuals  from  paths  intandad  for  on-line  display: 

t.  Manuals  do  not  permit  branching  uithm  the  sequence  of  paragraphs. 
Since  a  manual  is  furnishad  to  the  user  as  a  printed  product  rather 

than  an  on-lini  intaractiva  display,  thara  is  no  opportunity  for  users 

to  '  cupond '  to  options  and  change  the  display  sequence.  Instead, 
the  paragraphs  are  printed  out  m  a  straight  sequence. 

2.  Every  paragraph  m  a  manual  must  have  certain  print  formatting 
information  recorded  in  its  structure.  These  are  explained  m  the 
chapter  on  Operations,  section  on  Linking  Paragraphs  into  Manuals. 

3.  All  manual  names  must  have  the  form  ’M#’,  where  is  an  integer 

number  from  0  to  99,  e.g.  M4,  6  ,  MO,  ate.  A  maximum  of  i<30  manuals 

may  be  created . 

All  of  the  paragraphs  in  a  manual  may  also  be  included  m  ordinary  non- 

manual  paths  or  m  any  number  of  other  manuals.  Thus  the  same  information  may 

be  made  available  m  many  different  on-line  and  printed  forms  . 


2.9  HM  Concepts  -  Directory 


Tha  DIRECTORY  is  tha  list  of  all  help  paths  available  to  an  on-line  user. 
It  is  m  affect  a  kind  of  index  to  tha  help  system.  Adding  a  path  name  to  the 
directory  accomplishes  tup  things- 

1.  It  inserts  the  name  into  its  correct  place  in  an  alphabetical  list 
of  path  names  .  'Jhen  a  help  user  types  ’  *DIR '  he  can  see  that  list. 

2.  It  provides  an  entry  point  to  the  help  date  base.  whan  a  help  user 
enters  ’‘Pathname’  he  sees  the  first  paragraph  in  that  path. 

The  name  entered  in  the  directory  need  not  be  tha  same  one  that  is  used  in 
the  pergraph  structures.  It  might  be  a  synonym  for  some  path  name  (e.g. 
’DISCHARGE*  for  ’CHECK-IN*),  or  an  alternative  entry  point  to  a  path  (e.g. 
’CHECK-IN’.  ’RENEW’,  ’VERIFY’ ,  or  etc.  as  entries  into  a  ?eth  called 
’CIRCULATION').  Thus  the  directory  is  the  user’s  entry  vocabulary  for  the  Help 
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Paths  may  be  created  which  do  not  appear  i  n  the  !:;<?';*  v :  y  z  u  c  h  paths  nay 
be  used  by  a  ur  iter  to  designate  one  or  tore  paragraphs  -non  appear  :  o  ~  n  c  r. 

parts  ox  other  paths  and/or  aanuais  However  if  they  ire  not  i n  the  -irectory 
they  will  not  appear  m  the  alphabetical  list  and  they  nay  not  he  entered 
directly . 

3  PROCEDURES  or  HM 


To  maintain  a  help  text  type  MM  or  /  MM  to  enter  help  Text  Taintenar.ee 
fro*  there  ’  7  *  or  the  Help  key  will  display  all  of  the  available  jjrrsar.is  . 

There  are  six  basic  maintenance  Jor.aands  They  are 


Add,  Edit,  find*  View.  Print,  and  Delete 


Each  one  nay  be  used  on  the  Directory  of  paths,  the  Paragraphs  themselves . 
or  the  index  of  Manuals  .  To  initiate  a  c  o  m  a  a  n  d  type  its  first  letter.  The 
system  will  then  ask  for  Directory.  Paragraphs,  or  Manuals  (0.  ?.  or  *M. 

Depending  on  what  the  command  is,  the  system  nay  then  ask  for  further 
information . 

If  you  wish,  you  aay  enter  several  pieces  of  information  at  once  by  typing 
a  space  between  each  piece,  a.g.  : 

A  D  -  to  add  c.  new  path  to  the  directory. 

f  ?  TEST  -  to  find  a  paragraph  with  the  word  ’test’  m  its  title. 

Z  fl  -  edit  a  manual  entry  point, 

E  M  M77  -  adit  the  entry  point  for  manual  H77, 

E  P  2 1  S  -  edit  paragraph  21's  structure. 

and  so  on.  Each  maintenance  command  will  function  3omeu.hat  differently 
iependmg  on  whether  you  are  working  on  the  Directory,  the  Paragraphs,  or  the 
Manual  entries,  however  the  basic  principles  of  each  .ire  the  saoe 

The  following  material  explains  how  to  perform  each  specific  function. 


3. 1  HM  Procedures  -  Paragraph  Add 


To  add  a  paragraph  you  must  supply  the  system  with  a  title,  text,  and 
two  other  pieces  of  information  -  the  ’delete  flag'  and  the  'default  up  path'. 

The  'DELETE  F  L  A  h  ’  m  a  r  k  3  the  paragraph  as  deleinbla  or  o  o  n  -  d  *  1  .>  table  Hon- 
deletabla  paragraphs  may  on.’  y  be  removed  by  users  with  a  special  password 
which  is  not  included  m  this  manual. 

Sometimes  a  user  will  need  mote  general  information  than  he  is  seeing  on 
a  screen.  To  get  t  he  presses  *  * '  J  P  *  in  order  "  c  see  previous  paragraphs  in 
the  path  he  is  examining.  However  if  he  reaches  the  top  or  that  sequence  and 
3  till  wishes  more  general  information  a  ' DEFAULT  UP  PATH*  is  required  in  order 
to  furnish  him  with  more  The  default  up  path  nay  be  the  name  any  path  m 
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the  dinctorv.  '  *UP'  fro*  the  top  paragraph  of  a  path  will  taka  tha  user  to 
tha  top  of  tha  laiauit  up  path,  if  on#  exists .  A  paragraph  n##d  only  be 
given  a  default  up  path  if  it  is  itself  the  top  of  some  path  Even  then 
tha  default  up  path  is  optional.  If  none  is  entered,  the  Hal?  system  will 
default  up  to  tha  Help  coieand  option  list. 

^Remember1  Adding  a  paragraph  to  the  database  does  not  by  itself  make 
that  paragraph  accassible  to  usars.  It  is  still  necessary  to  link  it  to  some 
path  or  manual  in  order  to  enable  anyone  to  see  it. 

From  HELP  TEXT  !1  A INTEN  ANCE  type  ’A  P*  to  add  a  nau  paragraph. 

Than  .  .  . 

DEFAULT  UP  PATH  > 

Type  any  existing  path  name  as  tha  path  which  the  system  will  suiteh  to 
if  a  user  entars  '/UP'  from  this  paragraph  and  there  is  no  previous 
paragraph  to  go  up  to.  Type  RETURN  for  no  default  up  path. 

Can  this  Paragraph  be  DELETED  <Y/N)  > 

'Y'  enable*  deletion  of  this  paragraph  using  the  ' D  P*  command. 

* N '  protects  the  paragraph  from  delation  unless  a  special  password  is 
e  n  te  r  a  d  . 

TITLE  > 

Snitch  to  upper/lower  case  if  desired,  then  enter  title  of  new  paragraph. 

COPY  EXISTING  PARAGRAPH  CY/H)  N/ 

'N!  or  RETURN  moves  you  on  to  the  next  step. 

’  Y  *  tells  the  system  to  copy  the  te;*  t  from  an  existing  paragraph.  You 
way  then  edit  that  copied  text  instead  of  typing  in  a  wholly  new  one. 

COPY  FROM  PARAGRAPH*  > 

Type  the  number  of  the  paragraph  which  you  uish  to  copy.  The  system 
will  display  its  title  for  confiraation,  then  initiate  editing  of 
that  text  rather  than  the  add  procedure  below. 

ADDING  TEXT  -  WHEN  DONE.  PRESS  iZ  TO  STORE  OR  £8  TO  EXIT  -  PRESS  'RETURN* 

Switch  to  upper/lower  case  if  desired.  Press  RETURN  and  the  screen  will 
go  blank.  Then  type  m  the  new  paragraph.  Use  cursor  position  arrows  or 
mu  r  t/ de  le  te  line/character  if  desired.  Do  NOT  type  in  column  80 
(right  margin  of  the  screen)  or  unwanted  blank  lines  may  be  created. 

when  finished,  press  function  key  ’f2‘  to  store  the  modified  text  or  ’£8’ 
to  cancel  and  store  a  blank  paragraph. 


3.2  HH  Procedures  -  Adding  to  the  Directory 


A  new  term  added  to  the  directory  may  be  the  name  of  an  entirely  new  path, 
a  syncnym  for  an  existing  path,  or  an  alternative  entry  point  to  an  existing 
path  (i.e.  one  that  starts  the  user  at  some  place  other  than  the  first 
paragraph  i h  that  existing  path).  To  add  a  new  term,  you  must  furnish  the 
system  with  the  following  information; 


/■  b 
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The  nau  name  . 

uhethar  or  not  this  name  is  JalataM#, 

the  name  of  any  path  for  i'hicn  this  ;s  a  synonym  or  an  alternate*  entry 
point , 

'starting'  and  'previous*  paragraph  numbers, 
daf ini t ion 

Tha  starting  paragraph  u  tha  ona  which  is  first  displayed  when  tha  user 
types  the  nau  path  name.  The  ’previous'  paragraph  is  the  one  which  the  user 
will  go  ’up'  to  if  ha  enters  ’’UP’  from  tha  starting  paragraph  HOWEVER.  note 
that  neither  nor  any  other  transition  from  one  paragraph  to  another  will 

work  unless  both  the  starting  paragraph  and  whichever  paragraph  is  previous  or 
next  have  tha  nau  path  name  and  linkages  added  to  their  structure  I  see  linking 
Paragraphs  into  Paths  )  .  Ii  the  .new  name  is  only  an  alternate  entry  point  to  an 
existing  path,  you  need  only  use  the  same  previous  paragraph  number  already 
defined  for  the  new  ’starting'  paragraph  in  the  old  path.  The  existing 
paragraph  structures  will  continue  to  work. 

It  may  be  wise  not  to  add  a  taro  to  the  directory  until  after  all  the  work 
of  creating  and  linking  tha  paragraphs  which  will  be  displayed  under  that  term 
is  already  finished.  Otherwise  there  is  some  risk  that  Help  users  will  find 
and  try  to  read  your  new  data  before  it  is  in  a  fit  state  to  be  seen. 

Trots  Help  Text  Maintenance  type  'A  O'  to  add  a  new  term  to  the  directory. 
Then  .  .  . 

HEW  PATH  MAKE  > 

Type  the  new  term  to  be  entered  in  the  directory.  The  term  must  be  all 
upper  car*.  ’0  characters  or  less  m  length,  and  include  no  spaces.  The 
first  character  uusl  be  alphabetic  (A-Z?. 

You  may  abbreviate  this  step  by  typing  ’A  D  Pathname’  from  Help  Text 
hunt  a  nance  . 

SYNONYM  FOR  PATH  > 

If  this  here  is  a  synonym  for  an  existing  path,  type  the  name  of  that 
path.  Otherwise  press  RETURN.  If  you  do  enter  a  path  name,  no  other 
information  is  required.  The  system  will  insert  the  new  term  m  the 
directory,  define  it  as  a  synonym  for  the  path  you  have  named  here,  and 
return  you  to  the  top  of  Help  Text  Maintenance. 

IS  PATH  DELETABLE  <Y/N)  > 

’Yf  enables  deletion  of  this  term  from  tha  directory  using  tha  Delete 
command . 

’M’  protects  the  term  from  deletion  unless  a  special  password  is  entered. 
ALTERNATE  EMI  AY  FOR  PATH  > 

Enter  the  name  of  an  existing  path  if  you  wish  tha  new  term  to  be  an 
alternative  entry  point  to  that  path.  Otherwise  press  RETURN. 

’starting  PARA*  > 

Enter  the  number  'if  the  paragraph  which  you  wish  to  ba  displayed  first 
whan  the  Help  user  types  this  new  path  name. 

PREVIOUS  PARA*  > 

If  this  directory  entry  is  an  »itern*ta  entry  point  for  an  existing  path. 
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you  may  antar  the  piavioui  para#  which  already  axists  in  that  path.  for 

«Klapl«  : 

Ussum  that  '  A  3  C  *  is  an  existing  path  and  'MEW'  is  a  new  iltamitiva 
antry  point  for  ABC  which  you  in  nou  adding. 

Assume  that  para#  *4  5  1  will  ha  tha  starting  paragraph  of  MEU  and  that 
m  ABC.  para#  451  has  para#  ^22  a*  its  previous  paragraph. 

tf  you  aik*  722  tha  previous  para#  m  NEU.  than  tha  nau  directory 
antry  will  work  with  no  changa*  to  tha  structure  of  para#  451. 

If  you  an taring  an  antiraly  nau  path,  not  an  alternative  antry  point  to 
an  existing  path,  than  sake  tha  previous  para#  •  0. 

25  CHARACTER  DEFINITION  > 

Entar  tha  definition  which  you  wish  to  appear  alongside  tha  new  tcis  m 
tha  directory  . 

SAVE  THIS  ENTRY  (Y/N)  > 

’Y’  to  confirta  and  raturn  to  tha  top  of  Help  Text  (lam  te  nance  . 

Tha  nau  path  name  is  now  m  tha  directory  and  may  be  used  by  rlalp  usin 
If  this  is  a  nau  path  name  (not  a  synonym  or  an  aitarnativa  entry  point 
for  aii  axisting  path)  and  if  you  have  not  already  dona  so.  You  should  nou 
creata  any  linkages  needed  to  link  paragraphs  into  this  path  (sea  Linking 
Paragraphs  into  Paths). 


3.3  HH  Procedures  -  Adding  a  Maw  rtanual 


A  manual  is  a  linear  sequence  of  paragraphs  linked  together  and  formatted 
for  printing-  In  order  to  create  one  it  is  necessary  to  establish  the 
paragraph  links  (see  'Linking  Paragraphs  into  HanuelsM  and  craate  an  antry 
point  in  tha  List  of  manuals 

Creating  that  entry  point  'adds’  the  manual  to  the  system  It  enables  you 

to  print  manuals  in  just  the  sue  way  that  adding  a  path  name  to  tha  Help 
Directory  anablas  users  to  accas  that  path. 

To  add  a  manual  to  tha  list  of  manuals  you  must  give  tha  system! 

a  manual  number 

title 

def  mi  tion 

starting  paragraph  number 

One  manual  may  be  made  to  include  others  simply  by  putting  a  manual  number 
m  instead  of  a  starting  paragraph  number. 

Trom  Help  Text  niinttnanc*  type  ’A  fl*  to  begin  adding  a  new  manual. 

Then .  .  . 

H  ANU  A  L •  > 

Enter  the  number  of  the  manual  which  you  wish  to  add.  The  number  must  be 

of  the  form  'n#'  where  '#*  is  an  integer  number  a.g.  ’h99'. 
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You  aay  dtanvuta  this  step  by  typing  '  A  "1  M  *  *  frca  Help  Text 
Maintenance  . 

TITLE  of  1*  (25  chars  aix)  »  / 

Switch  to  uppet/iou#r  case  if  des irid,  then  enter  the  title  of  the  new 
sanual . 

DEFINITION  ( 2 5  chars  sax)  *  / 

inttr  a  brief  definition.  This  definition  will  HOT  be  printed  when  the 
aanual  is  printed  out.  It  is  only  for  use  m  Help  Text  Maintenance. 

STARTING  PARA*  * 

Enter  the  number  of  the  paragraph  uhich  you  wish  to  be  the  first  one  in 
the  printed  manual. 

You  may  type  a  manual  number  Ca.g.  ’MS’)  instead  of  a  paragraph  number. 
That  will  cause  the  entire  manual  you  have  referenced  to  be  printed  out 
as  tne  first  chapter  m  the  new  manual.  If  you  type  a  manual  number  the 
system  will  respond  with 

INCLUDE  MANUAL  Mxx  Uf/NJ  Y ' 

’ Y ’  or  RETURN  to  confirm 

The  system  will  promot  again  for  another 
STARTING  PARA*  •  / 

You  may  enter  another  manual  number,  a  paragraph  number,  or 
RETURN . 

Another  annual  number  will  cause  that  manual  to  be  included  as 
chapter  2,  and  so  on  until  you  type  a  paragraph  number  or 
RETURN . 

If  you  type  RETURN,  the  system  uill  prou.pt  with' 

END  Of  MANUAL  M *  ( Y / M )  Y/ 

*Y*  or  RETURN  to  confirm. 

SAVE  THESE  CHANGES  C(/X)  Y/ 

*  Y ’  or  RETURN  to  confirm. 


3.4  Hfl  Procedures  -  Linking  Paragraphs  into  Paths 


Linking  a  paragraph  into  a  path  requires  several  operations. 

first,  you  must  ’edit’  the  paragraph  structure  Thj.s  includes 

identaf ying  : 

the  neu  path  name. 

the  paragraph  you  wish  to  be  previous  to  this  one  in  the  path.  You  may 

specify  'ANY*  to  mean  that  all  of  the  following  works  the  same  way  no 
matter  uhat  paragraph  is  previous  to  this  one.  ’ANY’  still  allows 
you  to  specify  specific  previous  paragraph  numbers  which  will  be 

treated  differently 


til 
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the  us«c  tasponsa  to  mova  him  from  tha  prtvious  paragraph  to  this  on*, 
tha  naxt  paragraph  aftar  this  ona, 

any  altarnata  path,  i.a.  ona  which  you  wish  to  switch  to  upon  raaching 
tha  naxt  paragraph, 

tha  prompt  which  you  wish  to  ba  displayad  with  this  paragraph  if  tha 
usar  typas  *?*  to  find  out  what  tha  zasponsas  aaan. 

Sacondly,  you  auat  than  adit  tha  structura*  of  tha  pravious  and  naxt 
paragraphs  in  ordar  to  complata  tha  links  batwaan  tham  Csaa  'Edit  Paragraphs'). 

Tirst  find  tha  numbar  of  tha  paragraph  you  wish  to  link  into  a  path  -  you 
can  saarch  for  it  using  tha  r(ind)  coaaand  and/or  vanfy  it  using  tha  ’/(law) 
command.  Than,  from  HELP  TEXT  MAINTENANCE.  typa  *E  ?'  to  bagin  iditing  a 
paragraph . 

Than .  .  . 

PARAGRAPH*  > 

Entar  tha  numbar  of  tha  paragraph  you  wish  to  link  into  a  path. 

EDIT  Kaxt)  or  S(tructura)  > 

Entar  'S*  for  structura. 

You  may  abbzaviata  tha  abova  ataps  by  typing  'E  P  *  S’  froa  HELP  TEXT 
flAIHT  EN ANCE ,  uhan  ’*'  is  tha  numbar  of  tha  paragraph  you  wish  to  link 
into  tha  path. 

Tha  systam  will  display  tha  paragraph  numbar  and  its  titla  and  than  list 
any  paths  and  manuals  which  tha  paragraph  currantly  participatas  in. 

PATH  Numbar  or  Naaa  > 

Assuming  tha  path  you  want  to  link  this  paragraph  into  is  not  alraady 
listad  (if  it  is,  saa  tha  procadura  for  'Editing  Paths'),  typa  tha  nau 
path  naaa . 

LINK  TO  NEW  PATH  ’Pathnama’  CY/N)  > 

T  confirms  that  you  wish  to  link  this  paragraph  to  a  path  to  which  it  is 
not  now  linkad. 

PREVIOUS  PARA*  > 

If  tha  Halp  usar  will  ba  coming  to  this  paragraph  from  anothar  paragraph, 
antar  tha  numbar  of  that  paragraph  Kara.  if  ha  will  ba  coming  haxa 
diractly  by  antaring  a  path  naaa  (this  is  tha  first  paragraph  m  that 
path),  antar  *0*  -  than  ba  sura  to  eraata  a  diractory  antry  for  tha  path 
with  'O'  as  tha  'oraviou*  path’  and  this  paragraph's  numbar  as  tha 
'starting  path’  (saa  Diractory  Add  procadura). 

You  may  antar  'ANY*  to  maan  that  tha  links  spacifiad  balou  will  work  no 
mattar  what  pravious  paragraph  tha  usar  has  coma  froa.  This  still  allows 
you  to  antar  spaciiic  pravious  paragraph  numbats  lmtax  which  will  than 
automatically  supazsada  tha  ’AMY*  control  for  thosa  spaciiic  pravious 
paragraph  nuntaars ■ 

RESPONSE  > 

Typa  tha  chirictar  or  charactar  string  which  tha  usar  must  antar  to  nova 
from  tha  pravious  paragraph  to  this  ona.  If  thara  is  no  raal  pravious 
paragraph  (i.a.  this  is  tha  first  paragraph  in  a  naw  path),  than  any 
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dummy  response  will  do. 

FULL  REFEREMCE  ESTABLISHED 
MEXT  PARA*  »  / 

Enter  the  nu*b«r  of  the  next  paragraph  you  wish  the  user  to  go  to  after 
he  finishes  with  this  one.  If  there  is  no  more ,  enter  the  number  of  this 
per agr aph . 

SWITCH  TO  ALTERMATE  PATH  *  / 

If  you  uish  the  user  to  leave  the  path  he  Is  in  at  this  point  and  start  a 
new  one  beginning  with  the  next  paragraph,  enter  the  name  of  the  new  path. 

PROHPT  ■  / 

Enter  a  charactar,  word,  massage,  or  whatever  which  you  wish  the  Help 
System  to  display  as  a  prompt  to  enable  the  user  to  go  on  to  the  ’next 
paragraph'  specified  above. 

SAVE  THESE  CHAHGES  (*/M)  > 

'T*  to  confirm.  The  system  will  now  ask  for  any  further  paragraph 
linkages  you  wish  to  make  within  this  path  (remember  that  one  peth  say 
have  multiple  branches  m  it),  or  for  *-*  to  return,  to  the  top  of  HELP 
TEXT  P1AIMTEMANCE  . 

MOTE :  If  you  have  linked  this  paragraph  to  previous  and  next  paragraphs 

as  part  of  a  sequence,  you  HUST  add  this  paragraph  as  a  'next  paragraph' 
in  thm  previous  paragraph's  structure,  and  as  a  ’previous  paragraph '  m 
the  next  paragraph's  structura.  If  this  is  tha  first  paragraph  m  a 
path,  you  MUST  wake  an  antry  in  the  directory  if  you  wish  users  to  ba  abl« 
to  directly  access  it. 


3.5  HN  Procedures  -  linking  Paragraphs  into  rtanuals 


Linking  a  paragraph  into  a  manual  is  much  like  linking  one  into  en  on-line 
Help  path.  You  identify  the  paragraph  you  wish  to  uork  on  and  begin  the 
procedure  for  linking  that  paragraph  into  a  path.  Then  when  the  system  asks 
for  'PATH  Humber  or  Heme  >*.  you  respond  with  a  name  in  the  form  'ft*'  where 
is  an  integar  number.  That  tells  the  system  that  the  'path'  you  wish  to  link 
to  is  in  fact  a  manual. 

Tou  thmn  furnish  the  system  with  linkage  and  format  information  including 

previous  paragraph#, 

next  paragraph*  -  the  'next  paragraph'  may  in  fact  be  a  uhole  manual,  or  a 
serias  of  manuals .  which  you  wish  to  be  included  in  the  text  of  this 
manual  aftar  the  paragraph  you  are  now  on.  »hey  will  appear  as 
'factions’  of  the  cnapter  you  are  m.  or  suhsactions  if  you  are 
already  at  the  section  level,  and  so  on. 

Does  it  start  a  naw  page? 

Does  it  begin  a  new  chapter,  section  or  subsection? 

As  with  linking  paragraphs  into  paths,  you  MJST  also  edit  the  structure 
of  the  previous  paragraph  to  make  this  ona  its  ’next  paragraph',  and  the  next 
paragraph  (if  there  is  one)  to  sake  this  one  its  'previous  paragraph'. 


Page  33 


It  may  bm  difficult  to  craata  a  manual  with  a  ?• r  f ac t  print  format  on  tha 
first  try.  Houavar  onca  tha  manual  is  craatad  it  is  not  difficult  to  70  back 
back  and  adit  tha  saquanca  and  foraat  as  naadad  to  jat  a  polishad  looking 
sasult . 

Tint  find  tha  nuibcc  of  tha  paragraph  which  you  wish  to  link  into  a 
■  anual  -  you  can  saarch  for  it  using  tha  F(ind)  conaand  and/or  varify  it  using 
tha  V(iaw)  coaaand  .  Than,  froa  Kaip  Taut  flamtananca  .  typa  ’E  ?’  to  bagin 
aditing  a  paragraph. 

Than .  .  . 

PARAGRAPH*  > 

Cntaz  tha  nuabar  of  tha  paragraph  which  you  wish  to  link  into  a  manual. 

EDIT  T(axt)  or  S(tructura)  > 

Entat  'S'  for  structura. 

You  say  abbraviata  tha  abova  staps  by  typing  'I  P  *  S'  froa  Halp  Taxt 
Plamtananca,  whara  is  tha  nuabar  of  tha  paragraph  you  wish  to  link 

into  tha  manual . 

Tha  systaa  will  display  tha  paragraph  nuabar  and  its  titla  and  than  list 
any  paths  and  manuals  in  which  tha  paragraph  currantly  par ti cipa tas  . 

PATH  Nuabar  or  Naaa  > 

Assuming  tha  manual  you  want  to  link  this  paragraph  into  is  not  alrtidy 
iistad  (if  it  is.  saa  tha  procadura  for  'Editing  nanuals').  typa  tha  nau 
manual  nuabir .  Tha  naa«  must  ba  of  thm  fora  'n*'  (a.g.  N77 ,  m2,  ate., 

whara  is  an  intmgar  nuabir. 

LINK  TO  NEW  PATH  *fl*»  (  T/N )  > 

' Y  *  confirms  that  you  wish  to  link  this  paragraph  to  a  manual  to  which  it 
is  not  now  linkad. 


C  MANUAL  PI*) 

PREVIOUS  PARA*  *  / 

Entar  tha  nuabar  of  tha  paragrapn  which  you  wish  this  paragraph  to  follow. 
Xi  this  will  ba  tha  first  paragraph  m  tha  manual,  antar  *0'. 

NEU  PAGE  (  Y/M  )  »  / 

'  Y  '  causes  tha  pnntu  to  start  at  tha  top  of  a  naw  paga  whan  it  prints 
this  paragraph. 


NEW  CHAPTER  (Y/N)  *  / 

’ Y '  causas  tha  titla  of  this  paragraph  to  apptar  as  a  chaptar  haading  m 
tha  tabla  of  contants  and  tha  taxt. 


NEU  SECTION  (Y/N)  *  / 

'Y'  causas  tha  titla  of  this  paragraph  to  appaar  as  a 
thm  tablm  of  contants  and  thm  tmxt.  If  thm  answmx  to 
' N  *  than  thm  ansuer  to  this  qumstion  is  automatically 
SECTION*  prompt  will  not  appaar. 


faction  haadirvg  in 
'MEW  CHAPTER'  is 
' H '  and  tha  'NEU 


NEU 


SUBSECTION  (Y/N)  *  / 

'Y'  causas  tha  titla  of  this  paragraph  to  appaar  as  a 
in  tha  tabla  of  contants  and  tha  taxt.  If  tha  answac 


subsaction  haading 
to  'NEW  CHAPTER*  or 


II 


/A/ 
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'HEW  SECTION*  is  '  M '  then  the  ansu*r  to  this  gues  ti on  is  automatically  '  H  * 
and  the  'MEU  SUBSECTION*  proupi;  will  not  appeal  . 

NEXT  PARA#  »  / 

Inter  the  nuaber  of  the  paragraph  which  you  wish  to  foliou  this  one  m  the 
print  sequence.  If  there  is  no  more,  press  RETURN . 

You  nay  cause  an  entire  aanuai  to  be  printed  next  instead  of  just  another 
paragraph  by  typing  a  manual  number  m  the  form  '  M#‘  instead  of  a 
paragraph  number.  The  system  will  then  ask 

INCLUDE  PIAMUAL  Nt  <Y/N>  > 

Type  ’Y*  to  confirm.  The  system  will  than  again  ask  for: 

NEXT  PARA#  -  / 

You  may  include  more  manuals,  type  a  paragraph  number,  or  RETURN 
as  is  described  above. 

SA’/E  THESE  CHANCES  (  Y/N  )  > 

' Y '  to  confirm  and  begin  again  for  any  further  modifications  to  the 
structure  of  this  paragraph. 

NOTE  ;  If  you  have  Linked  this  paragraph  to  previous  and  next  paragraphs 
as  part  of  a  sequence,  you  PIUST  add  this  paragraph  as  a  'next  paragraph' 
in  the  previous  paragraph’s  structure,  and  as  a  ’previous  paragraph’  m 
the  next  paragraph's  structure.  In  order  to  print  the  manual,  you  MUST 
also  add  the  manual  entry  point  to  a  list  of  manuals  (see  Adding  a  New 
Manual ) . 


3.6  Hn  Procedures  -  Editing  Paragraph  Text 


The  'text'  of  a  pargraph  is  its  title  and  the  material  displayed  on  a  Help 
user’s  screen  or  in  a  aanuai.  Editing  it  is  very  simple. 

First  find  ;  the  r. umber  of  the  paragraph  you  wish  to  link  into  a  path  -  you 
can  search  for  it  using  the  F(ind)  command  and/or  verify  it  using  the  V(ieu) 
command.  Then,  from  KELP  TEXT  MAINTENANCE,  type  'E  ?'  to  begin  editing  a 
paragraph . 

Then . .  . 

TITLE  *  I  The  title  of  this  paragraph! 

/ 

Switch  to  upper/louer  case  if  desired  and  type  in  any  new  title.  Be  sure 
to  type  the  complete  n«u  title,  not  just  the  changes.  If  there  are  no 
changes ,  press  RETURN. 

COPY  OTHER  PARAGRAPH  <Y/N)  N/ 

’ N ’  or  RETURN  moves  you  on  to  the  next  step. 

'Y'  tells  the  system  to  replace  the  existing  text  with  text  copied  from 
some  other  paragraph.  You  may  then  edit  that  copied  text  before  saving 
it.  CI£  you  do  not  save  the  new  text,  the  old  one  will  still  remain.) 

COPY  FROPI  PARAGRAPH#  > 
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Type  the  r\umbec  of  the  paragraph  which  you  wish  to  copy.  The  system 
will  display  its  title  for  confirmation,  then  initiate  editing  of  the 
replacement  text. 


EDITING  TEXT  -  UH  EM  DONE,  PRESS  f2  TO  STORE  OR  £8  TO  EXIT  -  PRESS  ' RETURN  * 

Press  RETURN  ant  the  screen  will  display  the  existing  text  of  this 
paragraph.  Switch  to  upper/louer  case  if  desired  and  then  edit  the  text. 
You  may  add  or  modify  taxt  anywhere  on  the  screen  and  may  use  the  regular 
keys  plus  the  cursor  position  arrows  and  insert/delete  lme/char actec 
keys.  You  may  also  add  or  edit  text  'below'  the  screen  using  the  roll  up/ 
roll  down  keys.  Do  NOT  type  in  column  80  (right  margin  of  the  screen)  or 
unwanted  blank  lines  aey  be  created. 

Uhen  finished,  press  function  key  *£2*  to  store  the  modified  text  or  '£8' 
to  cancel  all  the  changes  and  keep  the  original  text. 


If  using  upp«c/louar  case,  switch  back  to  upper  case  CAPS  LOCK. 


3.7  Hft  Procedures  -  Editing  Paths 


To  edit  a  path  you  must  change  the  structures  of  the  specific  paragraphs 
in  that  path. 

A  path  is  a  sequence  or  linkaga  of  paragraphs  but,  as  explained  in  the 
section  on  Hn  Concepts  -  Paths  -  Linkage,  the  links  are  stored  with  the 
paragraphs  rathar  than  in  saparata  chains.  To  adit  a  path,  a-g.  to  change  the 
sequence  order  of  paragraphs  in  that  path  cr  to  add  a  new  branch  on  zasponsa, 
it  is  necessary  to  changa  the  'structures'  of  the  specific  paragraphs  which 
aza  involved  in  tha  changa. 

Suppose  for  axaapla  that  wa  hav*  a  path  which  goas  through  tha  following 
par agr apns > 

77,192,4,210,99.140 

Mow  u«  want  to  insart  a  naw  paragraph.  166.  m  tha  middle  to  get: 

77,  192,4,  166,  2  10, 99,  140 

Ue  must  break  tha  link  between  4  end  210  by  eliminating  210  es  a  'next 
paragraph'  m  4  and  eliminating  4  as  a  ’previous  paragraph'  m  210.  We  then 
add  166  as  a  next  paragraph  m  4,  210  as  a  next  paragraph  m  166,  166  as  a 

previous  paragraph  m  210,  and  4  as  a  pravious  paragraph  in  <66. 

This  sounds  a  littla  moza  cumbersome  than  it  actually  is  sinca  the 
deletions  and  additions  can  ba  accomplishad  m  a  singla  act  of  replacing  one 
value  with  another. 

Now  consider  a  path  with  branches  such  as: 

77 
/ 

192 _ *  *  * 

*  < —  new  branch  on  response. 

166  210  a 
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9  9  * 

1  40 

Paragraph  79 2  has  thzaa  branch#*  to  4.  '*6,  and  2*3)  and  WO  ha*  *jo 

antrancas  (i:oa  "66  and  99). 

If  vi«  want  to  add  a  n#w  saquanca  in  this  path  to  30  Iron  ,Q2  to  a<*  to  WO. 
u#  aust  add  a  naw  rasponsa  to  192  and  a  n*u  pravious  paragraph  to  94 

Finally,  suppo*#  u«  hava  tuo  path* 

Pathl  -  77, 192.**.  Z  «0. 99.  WO 

P a th 2  -  400 ,  179 ,...(15  mo  r  a  paragraphs)  .  .  356,  35^ 

and  u#  want  to  incorporata  Path2  in  tha  ®iidl#  of  Path  1  a  .  3  batuaan  4  and  2  10 
to  gat* 


Pmthl  -  77,  192# 9,400,  17  9  . 356. 357, 210, 99.  W0. 

On*  uay  to  do  this  would  ba  to  link  aach  paragraph  m  PathZ  into  Path). 
This  would  raquira  us  to  adit  tuanty-ona  paragraph*,  4  and  210  :ro«  Path)  and 
all  nmataan  iron  Path2. 

A  mot*  convanxant  way  would  ba  to : 

raplac*  210  with  900  u  a  naxt  psitgraph  in  9, 
raplaca  4  with  357  a 1  a  praviou#  paragraph  in  210. 
add  4  ms  a  pra«ious  paragraph  in  400, 

add  2  10  a*  2  n#>:t  pacaytaph  \n  Itu  (itrl't  as  a  branch  on  rasponsa), 

and 

switch  path  naans  from  Pathl  to  Fathl  whan  going  to  400, 
switch  path  nauas  fro»  Path2  to  Pathl  uhan  laaving  357. 

Tha  Haip  usar  would  now  ba  ab.la  to  ant#r  Pathl,  slip  into  Path2  without 
avan  bamg  muara  of  it,  and  raturn  to  tha  rast  of  Pathl  whan  h*  is  finishad. 

Tha  only  ’penalty*  (if  indaad  it  is  on#)  is  that  at  tha  and  of  Path2  that#  aust 
ba  tuo  valid  rasponsas,  ona  to  quit  and  on*  to  saa  tha  raaaindar  of  Pathl.  If 
wa  simply  uishad  to  tack  Pathl  onto  tha  and  of  Pathl.  than  avan  this  penalty 
would  not  axist  smca  tha  Halp  usar  would  ba  quitting  at  th*  and  of  Path2 
ragardlass  of  whare  ha  entarad  tha  saqucnca. 

EDIT  T(axt)  or  SCtructura)  > 

Entar  ’S*  for  structur*. 

You  may  abbravimta  tha  above  stap*  by  typing  ’E  P  $  S*  from  HELP  TEXT 
hAIM  f EMAMCE ,  whara  \j  thm  numbar  of  th*  paragraph  you  wish  to  adit. 

Th#  systaa  will  display  th#  paragraph  numbar  and  3 ts  titl#  and  than  list 
(  any  paths  and  sanuals  which  tha  paragraph  currantly  par tici patas  m. 

PATH  Mumbar  or  Kama  > 

Entar  tha  nuabar  or  nant  of  tha  path  you  wish  to  adit  If  tha  ona  you 
want  is  not  listad,  saa  tha  procadur#  for  Linking  Paragraphs  into  Paths. 

PARAGRAPH  *  DEFAULT  UP  PATH  *  liFIETE  FLAG  - 
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PATH  PP#  RESPONSE  NP#  ALT.  PATH  MESSAGE/ PROMPT 

All  of  the  existing  combination*  of  previous  paragraph  numbers  and 
responses  for  this  paragraph  in  this  path  mil  ba  1 is  t a  d  under  tha  above 
heading*.  You  may  nou  add  to  them,  change  them,  or  delate  one  or  acre 
of  them . 

CHANGE  DETAULT  UP  PATH  OR  DELETE  FLAG  (Y/N)  N/ 

T  to  change  either  of  these#-  ‘N*  or  RETURN  to  leave  them  alone  and  go 
on  . 

If  you  answered  *¥',  then  the  following  will  occur. 

DEFAULT  UP  PATH  «  _ _  / 

Enter  a  new  default  up  path  or  pres*  RETURN  to  keep  the  existing  one. 

To  delete  the  existing  default  up  path  without  entering  a  new  one# 
type  ’ «K '  or  f ‘KILL  *  . 

Any  changes  are  effective  immediately,  even  if  you  press  (or  £2) 

to  guit  right  after  changing  this  data  element. 

DELETE  FLAG  *  l  ' Y *  or  *  N  *  1 

You  may  change  *¥'  (yes,  paragraph  is  dal* table  )  to  ' N ’  (no,  not 
daletabla).  If  you  try  to  change  an  'H'  to  a  '¥*  the  system  will 
ask  for  a  special  pessuord. 

'  Any  changes  to  the  delete  flag  are  also  effective  immediately,  even 
if  you  press  ' - ’  (or  f2)  right  after  changing  the  flag. 

PREVIOUS  PARA#  > 

Enter ‘ 

The  number  of  an  existing  previous  paragraph  for  which  you  wish  to  change 
response  or  other  information,  or  for  which  you  wish  to  add  a  new 
response,  or 

The  number  of  a  new  previous  paragraph  m  this  path,  or 

’ANT*  -  meaning  any  previous  paragraph  other  than  ones  specifically  namea. 

'  *KILL { space  1  PP# ’  where  PP*  is  a  previous  paragraph  you  wish  to  delete 
from  this  path  (e.g.  ' *KILL  421').  The  system  will  then  ask 

DELETE  ALL  ENTRIES  WITH  PP#  *  _  (Y/N)  > 

Enter  *Y*  to  confirm. 

If  you  have  several  responses  coning  from  one  PP#  and  only  wish  to 
delete  one  of  them,  do  NOT  kill  the  PP# .  Kill  the  specific  response 
instead  (see  below). 

Killing  an  entry  ends  the  session  end  returns  you  to  the  top  of  the 
Paragraph  Edit  nodule. 


RESPONSE  > 
Enter  1 
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An  existing  response  :  o  r  tn«  previously  identified  ”?»  for  which  you  wish 
*:  o  change  the  near  paragraph,  or 

A  neu  response  which  you  wish  to  add  to  the  previous  paragraph,  or 

'  *KILI. I  s  pace  i  Response  *  where  Response  is  an  existing  response  which  you 
wish  to  delate  from  association  with  the  previously  identified  ?  P  *  . 

The  system  will  then  as*;  DELETE  RESPOND!  ' _ *  IT/ X)  > 

Enter  *Y'  to  confirm . 

Killing  a  response  ends  the  session  and  returns  you  to  the  top  of  *he 
Paragraph  Edit  Module. 

FULL  REFERENCE  ESTABLISHED 

The  system  now  knows  whet  specific  previous  ?aragraph#/response  pair  you 
are  editing. 

NEXT  PARA#  ■  _  / 

If  you  have  identified  an  existing  PPt/response  pair,  the  system  shows  the 
next  paragraph  Help  users  will  branch  to  when  they  have  come  iron  that  ??* 
and  now  enter  that  response. 

Type  a  new  NP*  or  press  RETURN  to  leave  it  alone  . 

If  no  nuaber  is  displayed,  enter  one. 

SWITCH  TO  ALTERNATE  PATH  »  _  / 

Type  any  new  path  naue  you  wish  the  Help  users  to  switch  to  upon  laaving 
this  paragraph  when  they  have  cone  from  the  indicated  FP#  and  enter  the 
indicated  response.  Press  RETURN  to  keep  tha  existing  alternate  path. 

To  delete  an  existing  alternate  path  Without  replacing  it  with  anything, 
type  ' *KILL ' . 

PROMPT  »  _  ' 

The  prompt  appears  uhen  the  Help  user  answers  1 CMD> *  with  *?*  in  the  Help 
system.  It  is  an  explanation  of  what  tha  above  created  response  does. 

Enter  a  new  prompt  or  press  RETURN  to  keep  an  existing  one ■ 

SAVE  THESE  CHANGES  (Y/N)  > 

' X  *  to  confirm . 

CONTINUE  ADDING  AT  R(esponses).  ?(PP#),  or  -  to  EXIT  > 

Continue  editing  or  return  to  the  top  of  the  Paragraph  Edit  Module. 

Mote  If  you  modify  the  structure  of  one  paragraph,  eg  to  create  a  new 
'next  paragraph*  in  a  particular  path,  then  you  may  also  need  to  siCiify 


1.8  HM  Procedures  -  Editing  Manuals 


To  edit  a  manual  you  must  change  the  structures  of  the  specific  paragraphs 
in  that  manual . 
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A  manual  u  a  sequence  or  linkage  of  paragrapfts  but.  as  explained  m  fc.he 
saction  on  Hfl  Concepts  -  Manuals,  the  links  are  stared  with  the  paragraphs 
rather  than  in  separate  chains  To  adit  a  path  -  a. g.  to  mange  the  sequence 
order  of  paragrapns.  to  add  or  delete  a  paragraph,  or  to  add  or  delete  a  -noli 
sub-manual  -  it  is  necassary  to  change  the  ’structures’  of  the  specific 
paragraphs  which  are  involved  in  the  change. 

To  change  the  name,  definition,  or  starting  paragrapn  of  a  manual.  adit 
its  entry  point  (see  Hrt  Procedures  -  Editing  Manual  Entry  Points;. 

Tirst  find  tha  number  of  the  paragraph  whose  structure  you  wish  to  edit 
-  you  can  search  for  it  using  the  Mind;  command  and/or  verify  it  using  the 
V(ieu)  conntnd .  Then,  from  Help  Text  Maintenance .  type  'E  ?’  to  begin  editing 
a  paragraph. 

Then .  .  . 

PARAGRAPH#  > 

Enter  the  number  of  the  paragraph  which  you  wish  to  edit. 

EDIT  T(txt)  or  SCtructure)  > 

Enter  ’S’  for  structure. 

You  may  abbreviate  the  above  steps  by  typing  ’ E  ?  #  S’  from  Help  Text 
Maintenance,  where  is  tha  number  of  the  paragraph  you  wish  to  edit. 

The  system  will  display  the  paragraph  n  moer  and  its  title  and  then  list 
any  paths  and  manuals  which  the  paragrajh  currently  participates  m . 

PATH  Humber  or  Heme  > 

Enter  the  display  number  or  the  manual  nunoar  Cm  the  fora  *71*’)  of  the 
manual  which  you  wish  to  edit. 

C  MANUAL  fit) 

PREVIOUS  PARA#  -  _ / 

Enter  the  number  of  the  paragra. h  which  you  wish  this  paragraph  to  follow, 
or  type  RETURN  to  accept  the  existing  number. 

If  this  will  be  the  first  paragraph  m  the  manual,  enter  'O'  . 

HE V  PAGE  (Y/Ml  -  _/ 

Type  *Y'  or  *M*  or  RETURH  to  accept  the  existing  value. 

*?*  causes  the  printer  to  start  at  the  top  of  a  new  page  when  it  prints 
this  paragraph. 

HEW  CHAPTER  C Y/N)  *  _/ 

Type  ' Y'  or  * H  *  or  RETURN  to  accept  the  existing  value. 

* '( ’  causes  the  title  of  this  paragraph  to  appear  as  a  chapter  heading  m 
the  table  of  contents  and  the  text. 

HEW  SECTION  (Y/N)  *  _/ 

Type  ' Y '  or  'N*  or  RETURH  to  accr  k  ne  existing  value. 

*Y*  causes  the  title  of  this  para,  **h  be  appear  as  a  section  heading  in 
the  table  of  contents  and  the  text.  If  the  answer  to  'HEW  CHAPTER'  is 
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'M*  then  the  ansuer  to  this  question  is  au  t  oa  a  1 1  z  al 1  y  'S'  2nd  the  NEW 
SECTION'  prompt  will  not  appear. 

.MEW  SUBSECTION  (Y/N)  *  ._/ 

Type  ' Y’  or  ' M ’  or  RETURN  to  accept  the  existing  value. 

' Y ’  causes  the  title  oi  this  paragraph  to  appear  as  a  subsection  needing 
in  the  table  of  contents  and  the  text.  If  the  ansuer  to  'NEW  CHAPTER '  or 
’MEW  SECTIOH’  i-  ’M*  then  the  ansuer  to  this  question  is  au t oa a 1 1 ; a  1 1 y  *M' 
and  the  ’MEW  SU3SECTI0M*  proapt  will  not  appear. 

ME XT  PARA*  *  _ / 

You  may  replace  the  existing  value  by  typing  a  neu  one.  The  r.eu  one  will 
then  be  the  next  paragraph  to  follow  this  one  in  the  print  sequence. 

To  accept  the  existing  velue ,  type  RETURN. 

To  delate  the  whole  entry  and  not  replace  it  (because  this  nay  be  the  last 
paragraph  in  the  manual),  type  ' *K *  or  * *KILL '  - 

you  may  cause  an  entire  manual  to  be  printed  next  instead  of  ;ust  another 
paragraph  by  typing  a  manual  number  m  the  form  ’M#'  instead  of  a 
paragraph  numter.  The  system  will  then  ask: 

IMCLUDE  MANUAL  MA  (  Y/M  )  > 

Type  *  Y'  to  confirm.  The  system  villi  then  again  ask  for 
NEXT  PARA#  «  _ / 

you  may  include  more  manuals,  type  a  paragraph  number.  ’::K'  or 
RETURN  *.s  is  described  above. 

SAVE  i'HESE  CHANGES  (Y/N)  Y  / 

*Y'  or  RETURN  to  confirm  and  begin  again  for  any  further  modifications  to 
the  structure  of  this  paragraph. 

NOTE:  If  you  have  changed  the  ’previous’  or  ’next’  paragraphs  of  this 

manual  sequence,  you  MUST  also  make  this  paragraph  a  'next  paragraph' 
in  the  previous  paragraph's  structure,  and  a  'previous  paragraph’  in 
the  next  paragraph’s  structure.  In  order  to  print  the  manual,  there  MUST 
also  be  a  manual  entry  point  for  it  (see  Adding  a  New  Manual) . 


3.9  Mil  Procedures  -  Editing  the  Directory 


Any  term  in  the  directory  may  be  modified  or  deleted. 

To  delete  a  term  f rots  the  directory  it  is  only  necessary  to  supp'  its 
name  with  a  delete  command. 

To  modify  one  you  must  go  through  a  procedure  very  like  the  one  for  adding 
to  the  directory . 

To  delete  a  deletable  term  from  the  directory  type  ’  D  D’  . 

Then  .  .  . 

PATHnarae  > 
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Type  the  naat  of  the  path  yon  wu.‘ i  to  delete  from  t.ne  Help  Dirictory  . 

You  may  tbb:«vutt  this  ittp  by  typing  'D  D  Pathname'  from  HEL?  TEXT 
MAINTENANCE  . 

DELETE  PATH  'Pathname'  FROM  THE  HEL?  DIRECTOR 
ARE  YOU  SURE  (  Y  /  N  )  > 

' Y '  to  confirm.  Tha  system  u: 11  flash  'DELETED  ill*  ana  return  you  to 
the  top  of  Halp  Text  Maintenance 

Tarns  yrtxsb  ar#  defined  as  fton-deietable  ;n  tha  directory  nay  also  be 
delatad.  but  only  with  a  special  password. 

To  modify  tha  character!* tics  of  a  tern  m  tha  directory.  . 

rroa  HELP  TEXT  MAINTENANCE  type  'E  D '  to  begin  editing  the  directory. 

Then  .  . 

PATHneme  > 

Type  the  n*ae  of  the  path  you  wish  to  edit. 

You  nay  abbreviate  this  step  by  typing  'E  D  Pathname'  from  HEL?  TEXT 
MAINTENANCE. 

EDITING  PATH  *  _ _ 

SYXOMYM  TOR  PATH  «  _  / 

Te  make  this  tarn  a  synonym  for  some  other  path,  enter  tha  name  of  that 
pi th  . 

To  delate  an  existing  synonymous  relationship  type  '*K*. 

To  do  nothing,  press  RETURN . 

If  you  create  a  synonym,  no  other  information  is  required.  Tha  system 
will  update  tha  directory  and  return  you  to  tha  tcp  of  Help  Text 
Maintenance . 

DELETE  FLAG  »  _  / 

T  enables  deletion  of  this  term  from  the  directory. 

’N'  protects  the  term  from  inadvertent  deletion. 

RETURN  leaves  the  existing  value  of  +  he  flag  unchanged 
ALTERNATE  ENTRY  TOR  PATH  •  _  / 

To  make  this  term  an  alternative  entry  point  for  a  path,  add  the  alternate 
path’s  name  or  replace  tha  existing  alternate  path  name. 

To  delate  an  existing  alternate  peth  entry  type  ’*K'  . 

RETURN  leaves  the  existing  s;  .uation  unchanged. 

STARTING  PARA#  •  _  / 

Enter  a  new  starting  paragraph  number  or  RETURN  to  leave  the  existing  one 
unchanged. 
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Enter  a  new  previous  paragraph  number  or  RETURN  to  leave  the  existing  on 
unchanged  . 

NOT£:  3e  sure  that  this  is  a  valid  previous  paragraph  number  under  this 
path  naoie  (or  the  alternate  path  name  if  this  is  ar,  alternate  entry  pom 
in  the  'starting'  paragraph’s  structure. 

5  CHARACTER  DEFINITION  *  _ _ _ _ _ 

E’.J  > 

Enter  a  new  definition  of  this  directory  term  or  RETURN  to  leave  the 
exist  mg  one  . 

The  system  will  nou  display  the  complete  specifications  for  this  direct: 
entry  and  ask . 

AVE  THIS  ENTRY  (Y/X)  > 

*  Y ‘  to  confirm  and  return  to  the  Top  of  Help  Text  Maintenance 

.10  Mfl  Procedures  -  Editing  .'.anual  Entry  Points 

Editing  a  manual  entry  point  is  exactly  like  adding  one  The  only 
difference  is  that  you  are  replacing  existing  values  instead  of  adding  r.eu 
ones. 

from  Help  Text  Maintenance  type  '  E  h  *  to  begin  editing  a  ua.oual  entry 

p  o  j  .1 1  . 

Then . . 

./.NUAL#  > 

Enter  the  number  of  tha  manual  uhich  you  uish  to  edit.  The  nuuber  must 
of  the  form  ’hi'  where  :s  an  integer  number  e.g.  ’1199'  . 

You  may  abbreviate  this  step  by  typing  'E  n  M* '  from  Hejp  Text 
Mam  ienanca  . 

TITLE  of  Mv  (25  chars  max)  *  _ _ _  / 

Switch  to  upper/louer  case  if  desired,  then  retype  the  title  if  you  uish 
to  replace  the  old  one.  Otherwise  press  RETURN. 

DEFINITION  .'25  chars  max)  * _ _ _ _ / 

Retype  the  definition  if  you  wish  to  replace  :he  old  one.  Otherwise  pra 
RETURN.  This  definition  will  NOT  be  panted  ivhen  the  manual  is  printed 
out.  It  is  otiJy  for  us*  m  Help  Text  Maintenance. 

T.-RTING  PARA*  *  _  / 

Entar  the  number  of  any  paragraph  which  you  wish  to  be  the  first  one  in 
the  printed  manual,  or  press  RETURN  to  accept  the  existing  starting 
paragrapn 

You  may  type  a  manual  rjnnr  e  g  '  M  5  '  *  instead  of  a  paragraph  number 
That  will  cause  the  entire  manua.  you  have  referenced  to  be  printed  out 
as  the  first  mapper  ;  n  *  h  e  n  *  w  manual  If  you  type  a  manual  rvumner.  or 


accept  on#  which  already  exist*,  the  systei  Kill  respond  with: 

INCLUDE  MANUAL  Mxx  CY/NJ  Y  / 

'  Y*  or  RETURN  to  confin. 

The  system  will  proept  again  for  another 
STARTING  PARA#  ■  _  / 

You  may  enter  another  oinual  number,  a  paragraph  number,  or 
RETURN . 

Another  manual  number  will  cause  that  manual  to  be  included  as 
chapter  2.  and  so  on  until  you  type  or  accept  a  paragraph  number 
or  RETURN. 

If  you  type  RETURN,  the  syste®  will  prompt  with* 

END  Or  MANUAL  M •  (Y/N)  Y / 

’ Y  *  or  RETURN  to  coniir®. 

SAVE  THESE  CHANGES  (Y/M)  Y/ 

'Y*  or  RETURN  to  confir®  and  return  to  the  top  of  Help  Text  Maintenance. 


3.11  HM  -  Procedures  -  Utilities 


Help  Text  Maintenance  provide#  a  number  of  utility  progra®s  which  assist 
the  library  administrator  in  maintaining  the  Help  database.  These  programs 
enable  a  user  to : 

Eind  data  on  the  basis  of  partial  information. 

View  data. 

Print  data. 

Delete  data. 


3.11.1  H PI  —  Procedures  -  riND  Utility 


TIND  is  a  utility  command  for  finding  a  character  string  in  a  directory 
entry,  manual  title,  or  paragraph  title.  It  is  especially  useful  for  finding 
the  number  of  a  manual  or  paragraph  of  which  all  you  know  is  the  tilte  or  a 
part  of  the  title. 

To  find  a  character  string,  frem  Help  Text  Meintenence  type  ’ F  0 ' .  ’?  ?’. 

or  *f  M'  ( D-Directory  .  P»Paragraph,  M»Manual). 

Then . . . 

CHARACTER  STRING  TO  FIND  > 

Type  m  any  characters  or  words  you  wish  to  seerch  for.  They  must  be  in 
the  same  exact  order  as  m  the  titles  you  are  searching,  eg  ’ha  -  ?’ 
will  retrieve  'HM  -  Purpose'  and  all  of  the  *  HM  -  Procedures...'.  It 
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would  not  retrieve  a  title  ceiled  ’  Hfl  Purpose*  becausa  that  title  does  not 
include  the  dash  or.  the  extra  space  between  the  two  words 

’Jpper/louar  case  distinctions  are  ignored.  'TEST*  will  retrieve  'TEST*. 
'Test*  and  'test*  equally  well. 

You  may  abbreviate  the  above  step  by  typing  ' F  0  String',  '  T  ?  String’  or 
'  r  .1  String'  directly  from  Help  Text  .Tam  tenance  . 


If  you  are  searching  for  a  paragraph  the  system  will  display; 
paragraph  number 
title 

If  you  are  searching  for  a  manual  the  system  will  display 
manual  number 
title 

de  f ini tion 

starting  paragraph  number 

If  you  are  searching  the  directory  the  system  will  display; 
pith  name 

the  term  for  which  this  term  is  a  synonym  (if  there  is  one) 
delete  flag 

alternate  path  (if  there  i s  one) 
previous  paragraph  number 
starting  paragraph  number 
de  f inition 


3.T1.2  Kft  -  Procedures  -  vievj  utility 


VIEW  is  a  utility  command  for  Looking  at  directory  entries*  paragraphs 
or  manuals.  It  is  especially  useful  for  confirming  that  you  have  the  right 
path  name,  manual  or  paragraph  before  editing  or  deleting  it. 

To  view  a  DIRECTORY  entry,  from  Help  Text  rtaintenanc#  type  *V  D  * . 

Then .  .  . 


VIEW  DIRECTORY  FR0T1  > 

Enter  any  path  name  or  character  string.  The  system  will  display  the 
first  five  directory  entries  alphabetically  following  the  name  or  string 
you  entered.  The  elements  displayed  are  : 
entry  term  -  a  path  name  or  synonym 
path  for  uhich  this  term  is  a  synonym  (if  any) 
delete  flag 

alternate  path  (if  any) 
previous  paragraph  number 
starting  paragraph  number 
definition 

You  may  abbreviate  this  step  by  typing  ’V  D  String’  from  Help  Text 
Maintenance • 
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To  vi«u  a  PARAGRAPH,  from  Help  Text  Maintenance  type  *  V  P'  . 

Then  .  .  . 

PARAGRAPH#  > 

Enter  the  number  of  the  paragraph  to  vieu. 

VIEW  T(ext)  or  SCtructure)  > 

Enter  * T  *  to  see  the  paragraph  text,  ’S'  to  look  at  any  paths  or  manuals 
it  is  in . 

If  viewing  the  structure  of  a  paragraph,  the  system  will  respond  with ; 

PARA#*  l  P#  1  .  -  [Title! 

PATHS:  1.  _  2.  _  etc. 

PATH  Humber  or  Hame  > 

Enter  the  number  from  the  above  list,  or  the  name  of  a  path 
or  manual  number  ox  a  manual . 

Tou  may  abbreviate  the  above  steps  by  typing  * ’/  ?  ?*  T'  or 
'V  P  P#  S  Pathname*  from  Help  Text  Maintenance. 

The  system  will  display  the  exact  same  information  as  would  be  seen  in 
editing  paragraph  text  or  structure  except  that  editing  is  not  initiated 


To  vieu  a  MANUAL  title»  from  Help  Text  Maintenance  type  'V  m*. 
Than .  .  . 


VIEW  MANUAL  TITLES  FROM  > 

Enter  a  manual  title  or  character  string.  The  system  will  display  the 
first  five  manual  titles  alphabetically  following  the  title  or  string 
you  entered.  The  displayed  elements  are 
title 

menual  number 
definition 

starting  paragraph  number 

Tou  mey  abbreviate  this  step  by  typing  'V  M  string’  from  Help  Text 
Maintenance . 


3.11.3  HM  -  Procedures  -  DELETE  Utility 


DELETE  is  a  utility  command  for  weeding  the  Help  database  .  It  can  be  used 
to  delete  a  whole  paragraph  (both  text  and  structure),  a  directory  entry,  or  a 
menual  entry  point.  When  deleting  the  latter  tuo,  the  system  does  MOT  delete 
pany  paths  or  manuals  from  paragraph  structuras  (sea  procedures  for  editing 
paths  end  manuals)  . 

The  fora  of  all  deletes  is  the  seme.  From  Help  Text  Maintenance  type 
*0  D*.  *  D  P*  or  *0  M  * . 


Then  .  .  . 
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One  of  the  foliouing  prompts  Jill  appear, 

PATHname  > 

PARAGRAPH*  > 

MANUAL*  > 

Enter  the  directory  entry  terra,  the  paragraph  number,  or  the  manual  number 
for  the  item  to  be  deleted. 

you  may  abbreviate  this  step  by  typing  * D  0  Pathname'.  'D  P  P*’  or 
*0  n  M* '  from  Help  Text  Maintenance. 

DELETE  {PATH  ’Pathname'  FROM  THE  DIRECTORY  I 

(PARAGRAPH  P*  -  'Title  of  the  paragraph*  1 
(ENTRY  FOR  MANUAL  M*  -  'Title  of  the  manual  *  I 

ARE  YOU  SURE  (Y/N)  > 

The  system  first  repeats  uhat  you  have  asked  it  to  do,  displaying  some 
information  to  enable  you  to  be  sure  that  you  are  deleting  uhat  you  want 
to  delete  . 

Type  'Y'  to  confirm. 

DELETEDI I l 

The  system  confirms  that  it  hes  deleted  the  item. 

Note i  If  an  item  you  are  attempting  to  delete  has  been  previously  defined 
as  non-dele  table ,  the  system  uill  not  delete  it  uiithoat  a  special 
passuor d . 
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ITS  ?1  DELETE 


7 .  1  INTRODUCTION 


The  ITEM  DELETE  proc«aura  ptrnuts  iuxhotired  usscs  to  permanently  remove 
bibliographic  records  from  tha  Master  bibliographic  File  (M3F)  and  from  tha 
activity  racord  aaaociatad  with  aach  item. 


AVAILABLE  INFORMATION 

1 .  Ovarviau  of  Itam  Dalata 

2.  Stap  by  Step  Procaduraa  For  Itam  Dalata 

3.  Spacial  Features  for  Itam  Dalata 


Plaasa  antar  tha  nuabar  of  tha  typa  of  information  you  desire: 


7.1.1  ID  Ovarviau 


ITEM  DELETE  is  u^ed  whan  uaadmg  an  item  or  removing  tha  racord  of  a  lost 
itam.  Authorized  users  can  permanently  remove  bibliographic  records  from 
tha  Master  Bibliographic  File  ( MBF )  and  from  tha  activity  record  associated 
with  each  item. 

The  usee  must  first  identify  the  item  for  which  the  record  is  to  be  deleted. 
The  user  can  then  delete  a  specific  Volume.  Issue.  Part,  Supplement  or  Copy. 

If  tha  library  owns  only  one  copy  of  tha  item,  tha  user  can  remove  it  entirely 
from  the  MBF. 


lor  step  by  stap  procedures  of  ITEM  DELETE  go  FORWARD. 

For  a  discussion  of  SPECIAL  FEATURES  of  ITEM  DFLETE  press  *F’  and  RETURN  twice. 


7.1.2  ID  Step  fly  Step 


ITEM  DELETE  will  follow  these  steps  * 


1.  ITEM  ID  -  Identify  the  item  to  be  delated. 

2.  DELETE  RECORD  -  Dalata  a  specific  Volume,  Issue,  Part, 

Supplement  (VIPS)  or  copy  of  an  item  from 
tha  activity  record  or  delete  the  entire 
record  from  tha  MBF. 
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Tor  sore  HELP  enter  the  nuacar  of  the  desired  option  or  FO  RUA  RD  to 
SPECIAL  FEATURES 


7.  1.2.1  Identify  Item 


IDENTIFYING  ITEMS  WITH  THE  BARCODE  SCANNER 

The  barcode  scanner  is  the  fastest  uay  to  complete  any  transaction  m  ILS . 
Using  the  barcode  uand  eliminates  the  need  for  having  to  type  m  lengthy 
patron  data,  item  data  and  the  transaction  symbols  (e.g.  /CO  or  /Cl).  3y 
uanding  over  a  coded  version  of  this  same  data,  ILS  users  will  not  experience 
the  problems  associated  with  miskeymg  this  important  information. 

To  identify  an  item  using  the  barcode  scanner,  the  user  must  first  be  sure 
that  ILS  is  prompting  the  user  with  ITEM.  At  this  point  the  user  must  put  the 
point  of  the  uand  on  the  barcode  label,  and  move  the  point  of  the  uand 
over  the  pattern  of  black  vertical  lines.  It  does  not  matter  if  the  uand  moves 
from  tne  left  to  right  side  or  vice  versa.  Sometimes  it  helps  if  the  uand  is 
held  directly  over  the  item,  instead  of  at  a  slant  the  uay  one  uould  hold  a 
pen.  It  is  not  necessary  to  scratch  the  barcode  label.  A  little  smooth  stroke 
is  all  that  is  needed.  Once  ILS  has  recognized  the  item,  it  uiil  respond  by 
beeping  once.  This  is  to  say,  “I  recognize  this  iteml"  After  a  little  practice 
with  the  uand  users  uill  feel  more  comfortable  using  it. 

IDENTIFYING  ITEMS  UITHOUT  A  3ARC0DE  SCANNER 

It  is  sometimes  the  case  that  users  either  cannot  or  do  not  went  to  use  the 
barcode  uand.  Under  these  circumstances  users  may  instead  access  the  ILS 
Master  Bibliographic  File  through  alternata  options.  In  response  to  the  prompt 
ITEM,  enter  ?  and  a  carriage  return.  ILS  mil  display  3  access  options  and  an 
additional  option  which  affixes  short  massages  to  r.n  item  record.  They  are « 

( HO YE  *  ONCE  YOU'RE  DOME  READING  AN  ITEM  IDENTIFICATION  OPTION 

ENTER  A  *T*  AND  A  RETURN  TO  GET  BACK  TO  THIS  DISCUSSION  I  ) 


1 . 

IID*» 

Item  Identification  * 

6  . 

TK 

■ 

Title  Kay 

2  . 

AU  • 

Author 

7  . 

AT 

* 

Author /Ti tie 

Key 

a. 

CA  • 

Call  Mumbar 

3  . 

SE 

■ 

Series 

4  . 

IS 

ISSN/ISBN 

9  . 

MI 

» 

Message  (for 

item  just  entered) 

5.  LC  **  Library  of  Congress  • 


7. 1.2.2  Access  by  Item  Identification  Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  uay  to  access  an  item  in  the  ILS  syFtem.  The  IIDi  is  tha  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  brr 
code  and  is  found  on  the  bar  code  label.  It  can  be  up  to  10  characters  long. 

To  access  by  the  item  identification  number,  enter  the  key  "IID#"  in  response 
to  the  ILS  prompt  ITEM.  ILS  uill  then  ask  for  the  IIDi  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item's  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear. Any  discrepancies  in  the  spacing  of  the  characters  or  typos  will  yield  a 
urong  match  or  no  match.  The  user  may  combine  these  steps  into  on*  step  by 
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entering  IID#-0  *•  1  90  4  in  response  to  the  prompt  ITEM. 


SAMPLE ;  ILS  prompts  ITEM  =  IIS  prompts  ITEM: 

USER  types  II D  *  OR  USER  replies  IIDMO  *♦  1  90  4 

ILS  asks  for  the  IID# 

USER  enters  IID#  value 


7. 1.2.3  Access  by  Author 


Accessing  an  item  by  the  AUTHOR  is  a  popular  access  option.  The  ILS  system 
will  accept  aither  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries  *• 

SAMPLE:  AU-ANDERSON  ILS  will  display  all  entries  with  ANDERSON  as 
author,  without  regard  to  which  ANDERSON  .  The 
user  nay  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  F  to 
fORHARD  through  the  list  or  3  to  BACKUP ■ 


ID  TITLE  AND  AUTHOR 

1  The  Silver  Skates  by  Anderson,  Kans  Christianson 

2  The  Biography  of  by  Anderson,  Sandy  E. 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  commend 
(DISPLAY)  cen  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  0  command  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  option,  the  user  may  select  another  search  key  or 
quit  entirely. 


7.  1.2.4  Access  by  Call  Number 


Located  in  most  instances  on  the  spine  or  some  other  visible  part  of  an  item, 
the  CALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaining 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world.  (Dewey,  Library  of  Congrass 
and  the  National  Library  of  Medicine’s  being  the  sore  renown  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  m  the  collection 
The  call  number  can  be  as  long  as  is  the  collection  requires .  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones. 

To  access  by  call  number  the  user  must  type  in  CA  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  reply  with  ENTER  THE  FULL  OR  PARTIAL  CALL  NUMBER.  Then 
the  user  can  enter  the  call  number  desired.  If  instead  the  user  wishes  to 
combine  these  two  steps  the  user  may  enter  CA«3A76.15  in  response  to  the  ILS 
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prompt  ITEM.  This  may  save  soma 
entries  beginning  with  the  same 
time  on  the  screen. The  user  may 
the  list. To  see  the  full  record 


time.  If  the  user  wishes  to  see  a  range  o£ 
call  number  I IS  will  display  5  entries  at  a 
press  r  to  FO  RU A  RD  or  3  to  go  3ACK WARDS  through 
of  an  item  enter  D  and  the  item's  10  number. 


7.  1.2.5  Access  by  ISSH  or  ISBH 


The  ISSH  and  ISBN  are  numeric  conventions  which  have  been  established  to 
standardize  the  identities  of  both,  serials  and  monographs  respectively . 

They  are  heavily  used  in  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  code  which  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSH  or  ISBH  enter  IS  in  response  to  the  ILS  prompt 
ITEM.  ILS  Will  respond  with  EMTER  THE  FULL  OR  PARTIAL  ISSM/IS3H  .  The  user 
must  than  enter  in  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  IS  *  07 0 0  2 2  37  33  in  response  to  the  ILS  prompt  ITEM.  ILS  will 
retrieve  and  then  display  on  the  screen  all  items  which  match.  If  the  user 
wants  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  uishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSH  or  ISBH  need  be  entered. 


SAMPLE :  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  IS  *  07 00 2 2  37 3 3 

ILS  says  EMTER  THE  FULL... 

USER  enters  0700223733 


ILS  will  then  search  the  ISSM/ISBH  index  to  find  all  possible  matches,  and  mil 
display  them  on  the  screen.  If  there  ere  more  than  5  matches  ILS  will  display 
the  first  5  and  say  THERE'S  MORE.  The  user  may  browse  through  the  matches  by 
typing  F  for  FORWARD  or  3  for  BACKWARDS.  If  the  correct  entry  is  found  the  user 
must  type  the  ID  •  of  the  correct  match.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  entry's  ID  #. 


7.  1.2.6  Access  by  LC  Card  Humber 


A  LIBRARY  OF  C0MGRESS  CARD  HUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress .  This  number  is  used  by  libraries  to  order  printed 
catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  in  publishers’  Cataloging  In  Publication  (Cl?) 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  6  additional  numbers. 

To  access  by  the  LC  *  the  user  must  type  in  LC  in  response  to  the  ILS  prompt 
ITEM.  ILS  will  then  respond  with  EMTER  THE  FULL  OR  PARTIAL  LC  *.user 
must  then  type  in  the  LC  *.  It  is  possible  to  combine  these  2  steps  into  one 
by  entering  LC* 7 9- 1 2 34 5 6  in  response  to  the  ILS  prompt  ITEM.  ILS  will  then 
search  the  LC  *  index  to  find  appropriate  matches.  (If  the  entire  LC  *  was 
entered  there  will  be  only  one  match;  if  a  partial  LC  *  was  entered  there  may 
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b e  savtral  xatchts  )  ■  The  user  may  brousa  through  the  satc.ta  s  by  pressing  F  to 
FORWARD  and  3  to  3ACKUP  If  the  correct  entry  is  round,  enter  t he  ID  *  for  that 
entry.  If  the  user  is  not  sura  that  it  is  the  correct  record  the  full  record 
nay  be  called  up  by  pressing  3  and  the  entry's  ID  t. 


SAMPLE :  ILS  prompts  ITEM 

USER  replies  LC  • 

ILS  says  ENTER  THE  FULL. 
USER  antars  79-123456 


ILS  prompts  ITEM 

USER  enters  LC*79-123456 


7.  1  .2.7 


Access  by  Title  Key 


Title  access  in  the  ILS  system  is  almost  the  same  as  what  is  done  in  the  OCLC 
system.  Users  may  type  in  e  truncated  search  key  composed  of  the  first  feu 
characters  of  the  first  feu  significant  uords  in  the  title.  Articles  and 
other  stop  listed  uords  (a.g.  a,  an,  the,  and.  United  States)  are  ignored.  The 
key  3,2.2,  1  is  used  to  match  the  first  3  characters  of  the  first  uord,  the 
first  2  characters  of  the  second  uord,  the  first  2  characters  of  the  third 
uord,  and  the  first  character  of  the  fourth  uord  in  the  title. 

To  access  by  title  key,  the  user  must  enter  TK  m  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  TITLE  KEY  IN  FORMAT  3,2.2.  1.  CN0TE;  if 
a  title  has  fewer  than  4  uords  entar  commas  consecutively  to  fill  m  the  key. ) 
These  2  steps  may  be  combined  by  typing  (e.g.)  TK *  DO R , IL , ME , D .  ILS  will  reply 
by  searching  for  and  displaying  all  entries  which  match  the  search  key.  If 
there  are  more  than  5  matches  the  system  will  say  THERE’S  MORE  and  the  user  may 
brousa  through  the  entries  by  typing  F  for  forward  or  3  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  tha  entry's  ID  ♦. 


7.  1.2.6  Access  by  Author  Title  Key 


The  AUTHOR/TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  a 
desired  record.  Although  the  same  uords  may  be  found  in  the  titles  of  different 
works,  it  is  likely  that  different  authors  may  be  associated  uith  tech  title. 

In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3,2,2,)  title  key. 

To  access  by  author/title  key  the  user  must  enter  AT  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  respond  with  ENTER  1ST  4  CHARS  OF  AUTHOR’S  LAST  HAME  C 
1ST  4  CHARS  OF  TITLE  IN  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  steps  by  typing  Ce  g.) 

AT*ALLR.BODY  for  the  entry  Body  Functions  by  Jon  Allred.  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  end  display 
them  in  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  ILS  will 
sey  THERE'S  MORE  end  the  user  can  press  RETURN  to  view  them.  To  scan  through 

the  list  press  F  for  FORWARD  end  B  for  BACKWARD,  To  be  sure  that  an  entry  is 

for  the  correct  record  the  user  may  press  0  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry. 
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2.9  Iccass  by  Stilts 


Under  the  ILS  systta  it  is  possible  to  access  records  in  the  faster 
3i b 1 i og r a ph i c  File  by  the  SERIES  heading.  Citalogets  and  other  liarary  staff 
say  find  this  access  point  particularly  convenient  if  they  have  senes  which 
comprise  many  issues.  These  are  most  notable  in  the  biomedical  and  physical 
sciences  and  in  special  libraries  that  contain  the  reports  of  their  agency  or 
cor por  ation . 

To  access  ILS  via  the  series  option  the  user  must  enter  S  E  in  response  to  the 
promt  I TFT .  ' MOTE ;  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  m  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SE  command.  Remember  that  the  serials  check  in  command  requires 
a  /SZ  to  get  out  to  that  transaction  activity,  whereas  accessing  a  record  by 
series  heading  requires  only  SE  in  response  to  the  ILS  prompt  ITEM.  )  ILS  will 
reply  with  ENTER  THE  FULL  OR  PARTIAL  SERIES.  The  user  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  known  and  ILS  will  search  the  series  index 
to  find  a  match .  IIS  will  display  all  matches  and  if  there  are  note  than  5,  the 
user  mey  view  them  by  entering  F  for  FORWARD  or  3  for  BACKUP. 


7.1.2.10  Message  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  item  m  the  Circulation 
Subsystem,  ILS  allows  for  a  short  message  to  be  entered. 

7.1.2.11  ID  Delete  Record 


ILS  will  display  the  title  of  the  item  to  be  deleted.  If  there  are  Volumes. 
Issues.  Parts,  Supplements  (VIPS)  or  Copies  of  the  item  ILS  will  prompt  for 
the  specific  item  to  be  deleted.  For  example1 


ILS  will  d 1 s play ■ 

Diseases  of  the  eye. 
VOLUME  t 

OR 

Journal  of  Radiology 
TEAR: 

MO  : 

DAY’ 


User  enters  : 

Number  of  the  volume  to  be  removed  from  the 
collection . 


Last  two  numbers  of  the  year  of  the  issue. 
Number  of  the  month  (Jan*  t •  Febetc.5. 

Date  of  the  issue  . 


rf  the  YEAR/MO/ DA  Y  prompts  feil  to  identify  the  specific  item,  ILS  will  display 
a  list  of  items  which  match.  When  the  specific  item  has  been  positively 
identified  ; 
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ILS  will  prompts 


ARE  YOU  SURE?  MO/ 


User  enters 


RETURN  to  ■:anc« .  ’  r, e  ::  <r,i»c 

'  Y  ‘  to  DELETE 


NO  R  EMAINIMG  VIPS  UR  TORIES  . 

DELETE  n3F  RECORD  AS  JELL?  MO/  RETURN  to  delet*  nl/  *:,«  *c 

I  ’  to  remove  „  t  e  a  :  :  ? a 

ILS  Jill  then  prompt  for  I T  E  M  :  and  you  aty  le*<  k.  a  a n  -  t : \ » r  r  e  r 


.1.3  ID  Special  Feature* 


ITEM  DELETE  uiii  remove  records  from  trie  “aster  3  :  b  .  .  7  j  r  »  :  ■ 
the  Activity  Record  associated  with  each  item  It 
the  function  of  the  nSF  and  the  Activity  Racor: 


«  MASTER  3I3LI0GR A  PHIC  fl  LE 


*  ACTIVITY  *  ACTIVITY  «  ACTIVITY 
«  RECORD  1  *  RECORD  2  *  RECORD  J 


:or  a  a c  a  .  '  sa  - -• 


This  :  oi  ' 

specifi:  : o ~  *  .  5»  .« 

An  activity  r  e  c  -•  r  1 
copy  of  every  item  „ n  r 


The  Hester  Bibliographic  File  contains  the  bibliographic  data 
of  a  MARC  record)  for  every  item  m  the  collection  The  Acti/i 
u  the  record  of  each  physical  copy  of  the  item 


a 


I7£n  STATUS 

INTRODUCTION 

TEM  STATUS  permits  authorised  users  to  view  the  status  of  any  copy  of  any 
1 1 1 «  i  n  the  IIS  collection.  It  will  specifically  tall  users  whether  the  item 
is  (  •  .  g  .  l  available  for  circulation,  or  if  it  is  aliped  to  be  lost,  uissir. 7 
or  otherwise  unavailable. 

AVAILABLE  INFORMATION 

1 .  Overview  of  Item  Status 

2.  Step  by  Step  Procedures  Tor  Item  Status 
3  Special  features  for  1 1 e a  Status 

Please  enter  the  number  of  the  type  of  information  you  desire 

3 .  t . I  IS  Overview 

ITEM  STATUS  includes  the  following  mf  or  nation  ; 

1.  Title  of  the  item 

2.  Author  of  the  itea 

3 .  Call  number 

‘4.  IS3N/ISSM  number 

5.  Number  of  times  the  item  ha*  been  checked  out. 
or  used  in-house 

6.  Current  status  of  the  item 

7.  Status  of  other  copies  of  the  item,  if  desired. 

3.7.2  IS  Step  3 y  Step 

ITEM  STATUS  requires  the  user  to : 

1  .  IDENTIFY  THE  I  TEN 

Search  ILS  for  the  desired  item 

2.  PRINT  STATUS  OF  ITEM 

Find  the  correct  copy  of  the  item 
and  print  its  status. 
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Tot  son  HELP  concerning  either  or  t  h  a  3  _  steps 
step  and  press  RETURN 


the  nuaoer  of  that 


9.  1.2.1  Identify  1 1  a  m 


I D  E  MTI EYING  ITEMS  WITH  THE  BARCODE  SCANNER 

The  barcode  scanner  is  the  fastest  way  to  complete  any  transaction  m  ILS. 
Using  the  barcode  uand  eliminates  the  need  for  having  to  type  i  n  lengthy 
patron  data.  it«a  data  and  the  transaction  symbols  'e.g,  /CO  or  /Cl).  By 
landing  over  a  coded  version  of  this  sane  data.  ILS  users  nil  not  experience 
the  problems  associated  with  aiskeying  this  important  information. 

To  identify  an  item  using  the  barcode  scanner,  the  user  must  first  be  sure 
that  ILS  is  prompting  the  user  with  ITEM,  it  this  point  the  user  must  put  the 
point  of  the  uand  on  the  barcode  label,  and  move  the  point  of  the  uand 
over  the  pattern  of  black  vertical  lines.  It  does  not  natter  if  the  uand  moves 
from  the  left  to  right  side  or  vice  versa  Sometimes  it  helps  if  the  uand  is 
held  directly  over  the  item,  instead  of  at  a  slant  the  -ay  one  uould  hold  a 
pen.  It  is  not  necessary  to  scratch  the  barcode  label.  A  little  smooth  stroke 
is  all  that  is  needed.  Once  ILS  has  recognized  the  item,  it  uiil  respond  by 
beeping  once  This  is  to  say,  "I  recognize  this  iteal*’  After  a  little  practice 
with  the  wand  users  uiil  feel  more  comfortable  using  it. 


IDENTIFYING  ITEMS  WITHOUT  A  BARCODE  SCAMMER 

It  is  sometimes  the  case  that  users  either  cannot  or  do  not  want  to  use  the 
barcode  uand.  Under  these  cizcuastancis  users  may  instead  access  the  ILS 
Master  Bibliographic  File  through  alternate  options.  In  response  to  the  prompt 
urn .  enter  ?  and  a  carriage  return.  ILS  Mill  display  3  access  options  and  an 
additional  option  which  affixes  shott  messages  to  an  item  record.  They  are 


(MOTE=  OKCE  YOU'RE  DOME  READING  hH  ITEM  IDENTIFICATION  OPTION 


ENTER  A  *  T  *  AMD  A  RETURN  TO  GET 

1  . 

i: 

Df* 

Item  Identification 

•  6  . 

2  . 

AU 

* 

Author 

7  . 

3  . 

CA 

■ 

Call  Number 

8  . 

4 

IS 

ISSN/IS3N 

9  . 

5  . 

LC 

1* 

Library  of  Congress 

t 

3.  1.2.2  Access  oy  Itea  Identifxcati 


BACK  TO  THIS  DISCUSSION!) 

TK  »  Title  Key 

AT  *  Author/Title  Key 

SE  *  Series 

MI  *  Message  (for  item  just  entered) 


Number 


Identifying  items  by  their  ITEM  IDENTIFICATION  NUMBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  m  the  ILS  system.  The  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  bar 
code  an  1  is  found  on  the  bar  coda  label.  It  can  be  up  to  10  characters  long 

To  access  by  the  item  identification  number,  enter  the  key  ’  HD  *"  in  response 
to  the  ILS  prompt  ITEM.  ILS  will  then  ask  for  the  IID  ♦  and  the  user  should 
enter  the  symbols  as  they  appear  on  the  item’s  bar  code  label. If  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear  Any  discrepancies  m  the  spacing  ox  the  characters  or  typos  util  yield  a 
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wrong  mat  :n  or  no  aarcn.  The  js«  r  nay  :o*iin«  these  steps  :nts  ?n«  step  by 
sintering  1 1  D  *  3  3  *  •  1 0  4  1  n  response  tj  tr.a  prompt  ITEM 

SAMPLE:  ILS  prompts  ITEM  ILS  prompts  ITEM 

■JSEa  typ«s  ::3»  OR  JSER  replies  1 1 D  *  =  0  5  *  :  « Q  4 

I LS  asks  for  the  II^* 

■JSER  enters  IIS*  viut 


3 . ’ . 2 . 3  Access  ay  Author 


Accessing  an  item  by  the  AUTHOR  u  a  popular  access  option.  The  ILS  system 
'Jill  accept  either  a  iuli  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries: 

SAMPLE  A  Lf  *  ANDERSON  ILS  will  display  all  entries  with  ANDERSON  as 

author,  uithout  regard  to  which  ANDERSON.  The 
user  way  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  F  to 
FORWARD  through  the  list  or  3  to  BACKUP. 


ID  TITLE  AMD  AUTHOR 

1  The  Sliver  Skates  by  Anderson,  Hans  Christianson 

2  The  Biography  of  by  Anderson.  Sandy  E. 


DISPLAY I. KG  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
'  DISPLAY )  can  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  connand  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  option,  the  user  may  select  another  search  key  or 
quit  entirely  . 


3. 1.2.4  Access  by  Call  Number 


Located  m  most  instances  on  the  spine  or  some  other  visible  part  of  an  itew  , 
the  CALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaming 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world,  (Dewey.  Library  of  Congress 
and  the  National  Library  of  Medicine’s  being  the  more  ranoun  schemes)  they 
each  require  that  a  unique  number  be  assigned  to  each  piece  in  the  collection 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones. 

To  access  by  call  number  the  us«i:  must  type  in  CA  m  response  to  the  ILS 
prompt  ITEM.  ILS  uill  reply  uith  ENTER  THE  FULL  OR  PARTIAL  CALL  NUMBER.  Then 
the  user  can  enter  the  call  number  desired.  If  instead  the  user  wishes  to 
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combine  these  two  steps  the  user  may  *nt«r  CA*<2A76  .15  in  :npons«  tc  the  IIS 
prompt  ITEM.  This  may  uva  soma  tia«  .  If  thm  usaz  wisnes  to  see  a  range  of 
•  ntnas  beginning  with  the  same  call  number  IIS  will  display  5  entries  at  a 
t i mm  on  the  screen. The  user  may  press  7  to  FORWARD  or  3  to  jo  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  3  and  the  item's  ID  number. 


8. 1.25  Access  by  ISSX  or  ISSN 


The  ISSX  and  ISBN  are  numeric  conventions  which  have  been  established  to 
standardise  the  identities  of  both  serials  and  monographs  respective  ly  - 
They  are  heavily  used  in  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  cod*  which  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSX  or  IS3X  enter  IS  m  response  to  the  IIS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  TULL  OR  PARTIAL  ISSX/ISBM.  The  user 
must  then  enter  in  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  IS  *  07 0 0 2 2 37 3 8  in  response  to  the  ILS  prompt  ITEM.  IIS  will 
retrieve  and  then  display  on  the  screen  all  items  which  match.  If  the  user 
wants  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  uishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSX  or  IS8X  need  be  entered. 


SAMPLE*  ILS  prompts  ITEM  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  IS  *  07 0 0 2 2  37 3 8 

ILS  says  EXTER  THE  FULL .  .  . 

USER  enters  0700223738 


ILS  will  then  search  the  ISSH/ISBX  index  to  find  all  possible  matches,  and  will 
display  them  on  the  screen.  If  there  are  more  than  5  matches  IIS  will  display 
the  first  5  and  say  THERE'S  MORE.  The  user  mey  browse  through  the  matches  by 
typing  F  for  FORWARD  or  3  for  BACKWARDS.  If  the  correct  entry  is  found  the  user 
must  type  the  ID  t  of  the  correct  match.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  Titry’s  ID  *. 


8.  1.2.6  Access  by  LC  Card  Number 


j  A  LIBRARY  OF  CONGRESS  CARD  NUMBER  is  assigned  to  each  item  cataloged  by  the 

|  Library  of  Congress.  This  number  is  used  by  libraries  to  ord^r  printed 

|  catalog  cards  from  the  library  of  Congress.  The  number  is  usually  on*  of  the 

cataloging  elements  included  in  publishers'  Cataloging  In  Publication  (CIP) 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
_3  to  6  additional  numbers . 

To  aecess  by  the  LC  t  the  user  must  type  in  LC  in  response  to  the  ILS  prompt 
ITEM.  IIS  will  then  respond  with  EXTER  THE  FULL  OR  PARTIAL  LC  A.user 
must  then  type  in  the  LC  #.  It  is  possible  to  combine  these  2  steps  into  one 
’  by  entering  IC» 7 9- 1 2 34 56  m  response  to  the  ILS  prompt  ITEM.  ILS  will  then 

^search  the  LC  *  index  to  find  appropriate  matches.  C If  the  entire  LC  t  was 
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-.here 


■jp.terad 
D  e  ;?-'(*r2  .  n  a 
FORURO  and  a 
entrj*.  If  the 
may  be  called 


Jill  be  only  one  natch;  i i  a  partial  1 
c  n  e  s  '  The  user  nay  arouse  through  t  r.e 
to  3ACX'J?  If  the  correct  entry  is  iru 
user  is  not  sure  that  it  is  the  correc 
up  by  pressing  D  and  the  entry’s  ID  * 


i  was  entered 
matches  o  y  ?  r  e 
d .  enter  the  I 
record  the  :u 


nay 


*  for  tea: 
recoca 


SAMP 


E 


US  prompts  ITEM 
USER  replies  L  C  * 

IIS  says  ESTER  THE  TULL. 
USER  enters  7^-123456 


IIS  prompts  ITEM 

USER  enters  LC = ~ 9  -  ’  2 3 4 5 6 


ft  1.2.7  Access  by  Title  Key 


Title  access  in  the  IIS  system  is  almost  the  same  as  uhat  is  lone  n  the  OCLC 
system.  Users  nay  type  in  a  truncated  search  key  composed  of  the  first  feu 
characters  or  the  first  feu  significant  words  in  the  title.  Articles  and 
other  stop  listed  words  (e  g.  a,  an,  the.  and,  United  States)  are  ignored,  The 
key  3.2.2, 1  is  used  to  match  the  first  Z  characters  of  the  first  word,  the 
first  2  characters  of  the  second  word,  the  first  2  characters  of  the  third 
word ,  and  the  firs-*-  character  of  the  fourth  word  in  the  title. 

To  access  by  title  key.  the  user  must  enter  TK  m  response  to  the  IIS  prompt 
ITEM.  IIS  will  respond  with  EMTER  THE  TITLE  KEY  IX  FORMAT  3.2,2,  J.  fXOTE:  if 
a  title  has  feuer  than  4  words  enter  commas  consecutively  to  fill  m  the  key.) 
These  2  steps  may  be  combined  by  typing  (e.g.J  TJC  =  DOR  .  IL  ,  MS  .  D  .  ILS  will  reply 
by  searching  for  and  displaying  all  entries  which  ..atch  the  search  key.  If 
there  are  more  than  5  matches  the  system  will  say  THERE'S  MORS  and  the  user  may 
browse  through  the  entries  by  typing  F  for  FORWARD  or  3  for  3ACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry’s  ID  #. 


3. 1.2.8  Access  by  Author  Title  Kay 


The  AUTHOR/TITIE  key  is  a  combination  key  used  to  3ort  out  more  quickly  a 
desired  record.  Although  the  same  words  may  be  found  in  the  titles  of  different 
works,  it  is  likely  that  different  authors  may  be  associated  with  each  title. 

In  this  case  a  4  .  w  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3,2.2,  1  title  key 

To  access  by  author /title  key  the  user  must  enter  AT  m  response  to  the  ILS 
prompt  ITEM.  113  will  respond  with  E.M7ER  1ST  4  CHARS  OF  AUTHOR'S  LAST  HAME  Z 
1ST  4  7HARS  IF  TITLE  IM  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed  it  is  possible  to  ctmbme  these  2  steps  by  typing  Ce.g.) 

AT*ALLR,30DY  for  the  entry  Body  Functions  by  Jon  Allred.  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  in  groups  of  5  on  the  screen.  If  there  are  more  than  5  entries  ILS  will 
say  THERE’S  MORE  and  the  user  can  press  RETURM  to  vieu  them.  To  scan  through 

the  1 1 3 1  press  F  for  FORWARD  and  B  for  3ACKWARD.  To  be  sure  that  an  entry  is 

for  the  costect  record  the  user  may  press  3  for  DISPLAY  and  the  ID  number  of 
the  entry  to  see  the  full  record  of  the  entry 


?iqe 


8  .  1  .  2  .  9 


Access  by  Secies 


Under  the  ILS  system  it  is  possible  to  access  records  in  the  Master 
Bibliographic  Tile  by  the  SERIES  heading.  Catalogers  and  other  library  staff 
may  find  this  access  point  particularly  convenient  if  they  have  series  which 
comprise  many  issues.  These  are  most  notable  in  the  biomedical  and  physical 
sciences  and  in  special  libraries  that  contain  tha  raports  of  their  agency  or 
corporation . 

To  access  ILS  via  the  series  option  the  user  must  enter  SE  in  response  to  the 
promt  ITEM.  ( MOTE :  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SE  commend.  Remember  that  tne  serials  check  in  command  requires 
a  /SC  to  get  out  to  that  transaction  activity,  whereas  accessing  a  record  by 
series  heading  requires  only  SE  in  response  to  the  ILS  prompt  ITEM.)  ILS  will 
reply  with  ENTER  THE  FULL  OR  PARTIAL  SERIES.  The  user  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  knoun  and  ILS  will  search  the  series  index 
to  find  a  match.  ILS  uill  display  all  matches  and  if  there  are  more  than  5.  the 
user  may  view  them  by  entering  T  for  fORUARD  or  3  for  BACKUP. 


8.1.2.10  Message  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  itn  in  the  Circulation 
Subsystem.  ILS  allows  for  a  short  message  to  be  entered- 

8.1.2.11  IS  Print  Status 


Printing  out  an  item's  status  may  involve  several  steps,  depending  upon  the 
circumstances  of  the  particular  item.  In  cases  uhere  there  are  multiple 
copies  or  volu»«s/i jiu*i/ per ts/supplemen ts  ILS  will  prompt  the  user  for  the 
exact  date  needed  to  identify  tha  desired  item. 


EXAMPLE :  a  user  wi-has  to  display  the  status  of  a  serial.  "North  American*. 

After  having  identified  this  title  ILS  will  prompt  for 

VOLUME-'  Tha  user  may  enter  1.  If  there  exists  more  than  one  copy  ILS  will 
prompt  for: 

COPY**  If  tha  user  is  unsure  which  copy  is  tha  right  one.  pressing  ?  and 
a  return  (or  tha  fl  key)  will  causa  tha  the  status  of  all  copies 
to  ba  displayad  as  follows  : 


INDEX  COPT  STATUS 

1  1  CO  DUE  06/13/80 

2  2  AVAILABLE 

3  3  AVAILABLE 

4  5  AVAILABLE 
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If  the  user  dtsirts  to  learn  more  information  about  an/  particular  copy, 
entering  the  appropriate  index  number  uill  cause  IIS  to  display  a  more 
detailed  record  of  the  item's  status  - 

13 :  0  «  **  CALL#:  TL686.N6S9 

TITLE :  NORTH  AMERICAN 

AUTHOR :  SUAMBOROUGH,  FREDERICK  GORDON 
CHECKED  OUT  IN  THIS  PERIOD •  1 

STATUS .  AVAILABLE 

STATUS  or  OTHER  COPIES?  TES/ 

NOTE :  In  this  display  the  copy  *  is  not  included.  ILS  assumes  the  user  knows 
the  copy  number  since  it  was  just  displayed  m  conjunction  with  the  index  #. 
To  get  back  to  the  prompt  ITEM  :  enter  a  return  m  response  to  the  ILS  prompt 
HIT  RETURN  TO  CONTINUED 


8.1.2.12  IS  Speoial  Features 


As  of  June  t6,  1980  there  are  no  known  special  features  for  ITEM  STATUS. 


ISBN# :  0663033185 

INTERNAL  USAGE:  0 
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NEWLY  CATALOGED  ITEM 


9 . 1  INTRODUCTION 


NEWLY  CATALOGED  ITEM  p«raits  authorized  aiin  to  enter  cataloging  data 
into  the  lutir  Bibliographic  File  (MBF).  It  enable*  catalogers  to 
edit  and  transfer  records  fro*  the  IL3  Tape  Tiles  joik  spaces)  into  the  M3F 
It  also  permits  catalogers  to  enter  original  data  directly  into  the  M  B  F 

AVAILABLE  INFORMATION 

1  .  Overview  of  Newly  Cataloged  Item 

2.  Step  by  Step  Procedures  For  Newly  Cataloged  Item 
3-  Special  Features  for  Newly  Cataloged  Item 


Please  enter  the  number  of  the  type  of  information  you  desire  : 


9 .  T .  t  NE  Ove  rvie w 


NEWLY  CATALOGED  ITEM  permits  authorized  users  to  enter  cataloging  data 
into  the  Master  Bibliographic  File  (M3F). 

If  a  book  is  new  or  has  circulated  with  a  taaporary  10,  NEULT  CATALOGED  ITEM 
will  search  the  MBF  and  the  Tape  File  for  a  record  of  the  item.  This  search 
will  start  when  the  user  enters  either  the  title  or  the  call  number.  If  the 
Tape  File  contains  a  MARC  record  for  the  item,  the  user  may  edit  or  add  to 
the  record  and  produce  a  permanent  barcode  label  for  the  item.  If  the  MB F 
contains  a  MARC  racord  for  the  item  the  user  may  enter  a  Copy  2  (or  3.  etc.  ) 
and  produce  a  barcode  label. 

For  e  step  by  step  discussion  of  NEWLY  CATALOGED  ITEM  press  'F*. 


9.1.2  NE  Step  By  Step 


When  entering  a  NEWLY  CATALOGED  ITEM.  ILS  will  ask‘ 

PRINT  BARCODE  (Y  or  N)=  'i/  X*  you  press  the  RETURN  key  the  system  will 

produce  a  barcode  label  at  the  conclusion  of 
the  transaction.  If  you  type  * N  *  and  then 
RETURN  the  system  will  not  produce  the  label. 
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will  display 


TEMPORARY  ITEM  ID 


If  you  have  assigned  a  temporary  item  ID 
number,  enter  it  nou.  When  you  have  entered 
the  full  record  into  the  has  ter  3ibiiogra?mc 
File  1 1  will  be  removed  from  the  Temporary  File. 


HEULT  CATALOGED  ITEM  should  follow  this  sequence  of  steps: 

1.  SEARCH  FOR  THE  ITEM 

Search  the  faster  Eibliogr aphic  File  (MBF)  and  the  Tape  File 

2.  ITEM  FOUKD  OR  KOT 

View  any  items  found  in  the  J13F  or  Tape  File 

3.  EDIT  RECORD 

Add  to,  change  or  create  a  MARC  record 

4.  ENTER  BARCODE  DATA 

Supply  information  that  will  be  encoded  on  the  3arcode  label 

For  more  HELP  enter  the  number  of  the  desired  option  or  FORWARD  to 
Special  Features: 

9  .  1  .  2  .  1  SEARCH  FOR  ITEM 


IL5  will  display: 

TITLE:  Enter  title  from  title  page.  ILS  will  search  the  MBF  and 

the  Tape  File  for  cataloging  data  already  m  the  system. 

OR 

Press  RETURN  and  ILS  will  display1 


CALL  ♦  :  Enter  call  number.  ILS  will  search  the  M  3  F  and  the 

Tape  File  for  cataloging  data  already  in  the  system. 

OR 

Press  RETURN  again.  You  may  now  create  a  new  cataloging  entry  in  the  MSF 
in  response  to  the  ILS  prompt  TAG :  For  more  information  on  this  feature 

press  *  F  *  and  a  RETURN  twice  to  view  EDIT  RECORD, 


9.  1.2,2  HE  Item  Found  Or  Not 

In  response  to  a  TITLE  or  CALL  $  search  ILS  will  display  one  of  four 
me  s  s  age  s  . 

1.  THERE  ARE  ENTRIES  IN  30TH  THE  MASTER  FILE  AND  THE  TAPE  FILE 
WHICH  MATCH  [ your  entry  1 


Pago  S3 


2.  THERE  ARE  ENTRIES  ONLY  IN  THE  TAPE  PILE  WHICH  MATCH  [your  entry  1 

3.  THERE  ARE  ENTRIES  ONLY  IN  THE  MASTER  TILE  WHICH  MATCH  [your  entry] 

4.  NO  ENTRIES  IN  EITHER  MASTER  FILE  OR  TAPES  MATCH  I  your  entry] 

For  HELP  with  any  of  these,  enter  the  nuaber  of  the  step  and  press  RETURN. 
Tor  information  on  EDIT  RECORD  enter  T  . 

9. 1.2.3  NE  Item  In  MBF  And  Tape  File 


If  a  search  in  the  MBF  and  Tape  File  yields  hits  in  both  places. 

ILS  will  reply: 

THERE  ARE  ENTRIES  IN  BOTH  THE  MASTER  TILE  AND  THE  TAPE  FILE  WHICH 
MATCH  (your  entry! 

MASTER  TILE  MATCHES 

ILS  will  then  display  5  entries  at  a  time. 

IF  YOU  FIND  A  MATCH  -  Enter  the  index  *  and  ILS  will  prompt 
IN  THE  MBF  you  to  ENTER  BARCODE  DATA. 

IT  YOU  DO  NOT  FIND  -  Enter  -  or  '/Hone' 

A  MATCH  IN  THE  MBF 


ILS  uill  display: 

TAPE  FILE  MATCHES 

ILS  will  then  display  5  entries  at  a  time. 

IF  YOU  DO  NOT  TIND  A  -  Enter  -  or  '/Hone '  and  ILS  uill  prompt 
MATCH  IN  THE  TAPE  FILE  CALL  •  *  and  you  may  search  by  call  nuaber. 


IF  YOU  FIND  A  MATCH  -  ILS  will  display  the  MARC  record  and 

IN  THE  TAPE  FILE  prompt  TA <i  ■  Thi  s  is  the  EDIT  RECORD  step 

of  NEWLY  CATALOGED  ITEM. 


For  more  information  on  EDIT  RECORD  press  ’Gr. 

For  eore  information  on  ENTER  BARCODE  DATA  press  'G*  and  RETURN  end  then 
press  *  r  *  and  RETURN. 
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9  .  1  . 2 . H  NE  Itao  In  Tape  File 

If  a  starch  in  the  M3F  and  Tap*  File  yields  hits  only  in  the  Tap*  File 
ILS  will  r • ply : 

THERE  ARE  ENTRIES  ONLY  IK  THE  TAPE  FILE  WHICH  MATCH  [your  entry] 

TAPE  FILE  MATCHES 

ILS  will  then  display  5  entries  at  a  tin*. 

ir  YOU  DO  HOT  FIND  A  -  Enter  -  or  '/Hone'  and  ILS  will  prompt 
MATCH  IN  THE  TAPE  FILE  CALL  and  you  may  search  by  call  number. 

IF  YOU  FIND  A  MATCH  -  ILS  uill  display  the  MARC  record  and 

IN  THE  TAPE  FILE  prompt  TAG*.  This  13  the  EDIT  PECORD  step 

of  NEWLY  C\TMOGZD  ITEM. 

For  more  information  on  EDIT  RECORD  press  ’G'. 

1.  1.2.5  NE  Item  In  MB F 

If  a  search  in  the  MB F  and  Tape  File  yields  hits  only  in  the  MB F 
ILS  uill  reply: 

THERE  ARE  ENTRIES  ONLY  IN  THE  MASTER  FILE  WHICH  MATCH  (your  entry] 

MASTER  FILE  MATCHES 

ILS  uill  then  display  5  entries  at  a  time. 

IF  YOU  FIND  A  MATCH  -  Enter  the  index  *  and  ILS  uill  prompt 
IN  THE  MB F  you  to  ENTER  BARCODE  DATA. 

IF  YOU  DO  NOT  FIND  -  Enter  -  or  ’/None'  and  ILS  uill  prompt 
A  MATCH  IN  THE  fiBF  CALL  and  you  may  search  by  call  number. 

Foe  sore  information  on  ENTER  3ARC0DE  DATA  press  ’G'. 

9.  1.2.5  HE  Items  In  Neither  File 

ILS  uill  display; 

NO  ENTRIES  IN  EITHER  THE  MASTER  FILE  OR  TAPES  MATCH  1  your  entry! 

ILS  uill  automatically  put  you  i n  EDIT  RECORD  mode  ailoumg  you  to  anter 
_data  directly  into  the  MB  F  . 
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foe  ioctt  inforiition  on  the  EDIT  RECORD  step  oi  MEWL  ?  CATALOGED  IT  If!  press 
the  '  G  ’  . 


9.12.7  ME  Edit  Rtcord 


EDIT  RECORD  allows  the  ustr  to  enter  new  data  into  the  .“!Bf  or  to  edit  records 
already  m  the  riBf  or  Tape  File. 

ILS  will  prompt*  User  enters : 

TAG*  MARC  tag  number  (050,  245) 

3e  sure  to  include  leading  zeroes. 

IM:  MARC  indicator  ( tuo  characters) 

If  not  appropriate  for  this  tag  press  RETURM 

SUB  TI ELD  *  Subfield  code  (a,  b,  z) 

This  entry  MUST  be  in  lowercase  letters. 


ILS  will  prompt-  User  enters; 

1>  Information  to  appear  m  the  subfield. 

Z>  ILS  will  prompt  for  second  and  third  appearances 

of  the  subfield  until  user  enters  RETURK  which 
will  cause  TAG :  to  reappear. 

If  the  user  is  EDITING  date  already  in  the  MBF  or  Tape  File,  the  following 
sequence  may  occur. 

ILS  will  prompt;  User  should  enter; 

TAG*  MARC  tag  number  alreedy  in  the  record. 

SUBFIELD;  Subfield  code  already  m  the  record. 

ILS  will  prompt;  User  enters; 

REPLACE;  Enter  the  characters  which  you  wish  to  delete  or 

re  piece . 

WITH;  Enter  the  corrected  data. 

MOTE  that  ILS  will  raplace  tha  first  matching  char acte r ( s  )  .  If  the  subfield 
contains  the  text  'Medicmed'  and  the  user  enters  *d’  m  response  to  REPLACE 
the  result  would  be  '  fledicined  '  The  user  should  enter  'ned*  m  response  to 
REPLACE  and  ' ne '  in  response  to  WITH.  This  would  result  in  ’Medicine'. 

The  sequences  for  entering  or  editing  data  will  repeat  until  ILS  prompts 
TAG ;  and  the  user  answers  RETURM.  Then  ILS  will  move  to  ENTER  3ARC0DE  DATA. 
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no  r  e 


:r,::t^at:on  on  F  N  7  E  R  3  A  R  C  0  D  E  DATA  press  '  F  ’ 


9. 1,2.8  HE  Enter  3arcQd«  Data 


T  h  x  s  final  step  of  M  E  «J  L  T  CATALOGED  ITEMS  will  prompt  the  user  for  information 
to  o •  coded  onto  the  barcode  label  for  the  item. 


ILS  will  pcoopt- 
LAV!  OR  GENERAL  :  G/ 


User  enters: 

' L ’  for  Law  or  press 
'Other  options  may 
is  to  assign  i teas 


R E 7  *1 R  M  for  General 
appear  in  this  pos : 
to  special  collect: 


tion.  Its  purpose 
o n s  if  desired.- 


MONO  OR  SERIAL*  «/ 


Type  / 


LOAN  PERIOD  : 


’S'  for  serials  or  press  RETURN  for  nonographs. 

Enter  a  number  designated  by  your  library  to  specify  type 
or  press  RETURN  to  skip  this  option 

Enter  a  valid  loan  period  for  your  library  -  2  weeks. 

**  weeks  ,  etc. 


ILS  will  prompt-* 


User  enters1 


VIPS?  H/ 


Press  RETURN  to  skip  this  option.  If  you  enter  ?Y* 
ILS  will  display: 


VOLUME • 
ISSUE  : 

?  ART  : 

SUPPLEMENT • 


Volume  number. 

I s rut  number  . 

Part  number  . 

Supplement  name  or  number. 


COPT  #: 


A  number  MUST  be  entered  here. 


Press  RETURN  and  the  item  will  be  entered  into  the  Master  Bibliographic  File. 
ILS  will  prompt  TITLE ;  and  you  will  be  at  step  one.  SEARCH  FOR  ITEM. 


9. '.3  NE  Special  Features 

A  SPECIAL  FEATURE  of  ME14LY  CATALOGED  ITEM  is  the  use  of  -  or  'up-arrow’. 

1.  In  the  SEARCH  FOR  ITEM  step  -  When  ILS  prompts  CALL  *  and  the  user  wants 

to  search  by  title,  pressing  the  -  key  will 
cause  ILS  to  prompt  7I7LE:  The  user  may  than 
search  by  title. 

AND 

If  ILS  finds  matches  m  the  M3F  and  the  Tape 
File  it  will  display  the  matches  of  the  tar 
first.  If  the  user  enters  -  ILS  will  display 
the  Tape  File  matches. 


/  * 
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1  3 

10.1  INTRODUCTION 

PATRON  ACTIVITY  peraits  authorised  users  to  viaa  :r.f ornatiop.  about  any 
patron's  library  activity.  Information  available  includes  items  currently 
checked  out.  items  on  reserve,  messages  associated  with  the  patron,  and  total 
number  of  items  ever  borrowed  by  the  patron. 

AVAILABLE  INFORMATION 

1.  Overview  of  Patron  Activity 

2.  Step  by  Step  Procedures  for  Patron  Activity 

3.  Special  Features  for  Patron  Activity 


Please  enter  the  number  of  the  type  of  information  you  desire; 

10.1.1  PA  Overview 

PATRON  ACTIVITY  permits  authorized  users  to  view  the  following  items  on  a 
patron’s  record; 

o  items  currently  chsckerf  out  *nd  due  dates 
o  title  of  any  isserves  baing  held  for  the  patron 
o  amount  of  any  outstanding  fines 
o  any  messages  attached  to  the  patron  record 

PATRON  ACTIVITY  does  not  display  address,  telephone  number,  etc. 

To  display  these  fields,  use  PATRON  STAT’JS. 

10  1.2  PA  Step  3y  Step 


To  view  the  patron  record  the  user  must  identify  a  specific  patron  m  ILS . 
ILS  will  then  display  information  from  the  patron  record  the  for.uat  below 


ITEMS  CURRENTLY  CHECKED  OUT 
ID  TITLE 


ITEMS  ON  RESERVE 
ID  TITLE 


AUTHOR 


DUE  DATE 


RENEW 


REQUESTED  ON 


MO  NEED  AFTER 
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TOTAL  ITEMS  CHECKED  OUT 
7  ESS AGE  C  3 ) 

RETURN  TO  CONTINUE  <IL3  Jill  again  prompt  :or  PATRON 


Foe  HELP  with  patron  identification  enter  ’ ' '  and  a  RETURN. 


‘  3  .  ’.2.1  Identifying  the  Patron 


Any  and  ill  ILS  functions  involving  patron  data  require  that  the  patron 
accurately  identified  in  the  ILS.  A  patron  may  be  identified  by  either 
the  bar  code  on  their  library  card,  or  entering  the  equivalent  bar  code 
or  the  patron's  last  name.  Clf  the  wand  is  not  used,  enter  the  patron’s 
name  instead  of  the  barcode  number  to  avoid  typing  mistakes)  . 

PATRON  IDENTIFICATION  OPTIONS 

NAHE-This  is  the  most  common  way  to  enter  the  patron  data.  Enter  the  full  last 
name  or  enough  characters  of  the  last  name  to  narrow  the  list  down  sufficient!, 
to  display  the  desired  patron  entry.  If  there  are  more  than  5  matches.  ILS  u 1 1 
say  !  THERE’ S  NO  RE)  and  the  user  may  then  press  T  or  3  to  view  additional 
entries  that  match.  If  the  5th  entry  seems  to  be  the  correct  one.  press  F  to  b 
sura  that  the  6th  or  7th  ones  are  not  identical  names.  To  see  more  information 


for 

a  patron  m  the  list,  en 

ter  D 

followed 

by 

the  index  number 

beside  the 

patron’s  name.  For  example, 

if  you 

had  a 

list 

like  : 

t 

JONES . 

JOHN 

3 

2 

JONES  , 

JOHN 

D 

3 

JOKES  . 

JOHN 

0  . 

4 

JONES . 

JOHN 

T  . 

5 

JONES , 

JOHN 

R  . 

and 

you  wanted  to  display  more  mf 

or  me ti 

on 

£r 

o  »  the  petron’s  r 

•cord  to  select 

t  he 

correct  entry,  you  could 

enter 

D  Z  or 

D  3 

to  view  further 

information  from 

the 

patron  record  to  accurately  identify 

t 

he 

patron  fr  om  the  1 

1  s  t . 

Once  you're  sure  that  you’ve  found  the  correct  entry,  enter  the  index  ♦  which 
appears  in  the  first  column  m  response  to  the  prompt  PATRON : 


PATRON  ID  I-  The  Patron  ID  #  is  equivalent  to  the  bar  code  c onf i g u : - t i o n  which 
appears  on  each  patron's  library  card.  It  is  -ade  up  of  .numbers  and  other 
characters  which  are  transformed  into  a  pattern  of  thick  and  thin  lines  and 
spaces  which  together  m  a  x  e  a  codn  to  identify  both  items  and  patrons  A  patron 
may  be  identified  by  this  code,  however,  it  is  suggested  that  *he  staff  use 
wand  or  type  in  the  patron  name  whenever  possible,  thereby  minimising  the 
chance  of  a  typing  error 

PATRON  REGISTRATION  -  If  the  patron  is  not  already  registered  m  the  patron 
list#  it  will  be  necessary  to  enter  t  n •  i  r  patron  i  a  t  a  into  the  system  before 
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PRINT  BARCODE 


11.1  INTRODUCTION 


The  PRINT  3  A  RCOD  E  procedure  permits  authorized  users  to  print  barcodes  for 
ities  or  patrons.  Patrons  may  lose  than  card,  which  has  the  barcode  on  it  or 
the  barcode  on  an  item  aay  have  been  reaoved  or  become  unreadable.  The  user  may 
use  PRINT  3ARC0DE  to  produce  barcode  labels  for  items  which  have  records  i n  the 
Master  Bibliographic  File  ( MB  F  )  or  patrons  already  registered  in  the  system. 

AVAILABLE  INFORMATION 

1.  Overview  of  Print  Barcode  . 

2.  Step  by  Step  Procedures  For  Print  3arcode 

3.  Special  Features  for  Print  Barcode 


Please  enter  the  number  of  the  type  of  information  you  desire 

11.1.1  pb  Overview 


The  PRINT  BARCODE  procedure  permit?  authorized  users  to  print  barcode?  for 
items  or  patrons.  Usually  a  barcoda  labal  mil  be  produced  for  an  item  during 
the  NEULT  CATALOGED  ITEM  procedure  and  a  label  will  ba  produced  for  a  patron 
during  PATRON  REGISTRATION.  If  a  duplicate  label  is  needed,  PRINT  3A3COOC  will 
produce  it  for  items  which  have  records  m  the  Master  Bibliographic  File  (MBF! 
or  patrons  already  tegisterad  m  tha  system 

PRINT  BARCODE  gives  the  user  3  al te r nati ve s  : 

I  -  Will  print  a  defined  item. 

P  -  Will  print  a  defined  patron. 

E  -  Will  start  batch  printing. 


For  HELP  on  these  choices  enter  ’  F’  and  a  RETURN. 


11.1.2  P 3  Step  By  Step 


The  PRINT  BARCODE  option  enables  the  user  to : 

1.  Print  Barcode  label  for  an  Item  (I)  *  Identify  the  item  for  which  a 

3axcode  Label  is  to  be  printed  and  store  the  data.  This  data  may 
be  stored  for  any  length  of  time  determined  locally. 
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Patron  (  P  )  -  Identify  the  patron  for  yfion  a 

be  printed  and  store  the  data.  This  data  may 


3)  -  Using  the  stored  data,  produce  Barcode 

This  can  be  done  days  or  weeks  after  the 
data  is  entered  using  1  or  2  above. 


2  , 

Print 

3ar  code  label 

for 

3  a  r  c  o  J  a  Label 

is  t 

be  stored  for 

any 

3  . 

Batch 

Print  Barcode 

Labe 

Labels  on  the 

pna 

Each  alternative  has  its  oun  step  by  step  procedure. 

for  more  HELP  enter  the  number  of  the  desired  choice  or  FORWARD  to  SPECIAL 
FEATURES  = 


:  J  .  I  -  2 .  1  ? 3  Identif y  Items 


To  print  a  Sarcode  Label  for  an  item,  the  user  must  identify  that  item 
in  the  .“faster  Bibliographic  File  (MBF),  The  user  may  select  any  of  the  3 
access  options  below  lor  the  message  option  which  allows  the  user  to  affix 
a  short  message  to  the  item  record).  For  example1 

ILS  will  prompt;  User  enters^ 

ITEM :  TK*(title  of  the  item  (see  number  6  below)  J 

OR 

ITEM:  CA*(call  number  of  the  item  (see  number  3  belou>I 


ILS  will  display  the  title  chosen  and  the  message*  DATA  IS  STORED  IX  9UEUE. 
When  the  user  asks  ILS  to  print  (alternative  3  of  PRIMT  3ARC0DE).  data  stored 
in  the  queue  will  be  printed  on  labels  . 


hese  are 

the  options  available 

for  identifying  an  item  in 

ILS  : 

l  . 

HD#* 

Item  Identification 

• 

6  . 

tk 

9 

Title  Key 

2  . 

AU 

Author 

7  . 

AT 

9 

A  u  t  h  o  r  /  T 1 1 1  e 

Key 

3  . 

CA  ■ 

Call  Humber 

a . 

SE 

« 

Series 

4  . 

IS 

ISSM/ISBN 

9  . 

MI 

Message  ( for 

item  just  entered) 

5  . 

LC  ** 

Library  of  Congress 

* 

For  .more  HELP  enter  the  number  of  the  desired  option. 


11.1.2  2  Access  by  Item  Identification  Humber 


Identifying  items  by  their  ITEM  ID EMTIfl CA TIOK  MUrJBER  is  one  possible,  yet 
uncommon  way  to  access  an  item  in  the  ILS  system.  The  IID*  is  the  alpha  and 
numeric  equivalent  to  the  pattern  of  vertical  black  lines  which  make  up  the  bar 
code  and  is  found  on  the  bar  code  label.  It  can  be  up  to  10  characters  long. 

To  access  by  the  item  identification  number,  enter  the  key  “IID*'*  m  response 
to  the  ILS  prompt  ITEM.  ILS  will  then  ask  for  the  IID*  and  the  user  should 
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enter  the  symbols  as  they  appear  on  the  item’s  bar  code  label. li  a  user  chooses 
this  option,  it  is  essential  that  the  characters  be  entered  exactly  as  they 
appear. Any  discrepancies  m  the  spacing  of  the  characters  or  typos  will  yield  a 
wrong  match  or  no  match.  The  user  a*y  combine  these  steps  into  one  step  by 
entering  IID**0  *#  1  90  4  in  response  to  the  prompt  ITEM . 

SAMPLE2  ILS  prompts  ITEM2  IIS  prompts  ITEM- 

USER  types  IID*  OR  USER  replies  110**0  **  1  90  4 

ILS  asks  for  the  IID# 

USER  enters  IID*  value 


11.1.2.3  Access  by  Author 


Accessing  an  item  by  the  AUTHOR  is  a  popular  access  option.  The  ILS  system 
will  accept  either  a  full  author  surname  or  a  partial  surname.  This  is  done 
to  afford  the  user  the  greatest  amount  of  flexibility  to  view  either  an 
individual  or  range  of  entries2 

SAMPLE  2  A U * ANDERSON  ILS  will  display  all  entries  with  ANDERSON  as 

author,  without  regard  to  which  AKDERSOH .  The 
user  may  select  the  desired  item  by  its  item 
number.  If  there  are  more  than  5  entries  the 
user  may  scan  through  them  by  pressing  F  to 
FORWARD  through  the  list  or  3  to  BACKUP  . 


ID  TITLE  AND  AUTHOR 

t  The  Silver  Skates  by  Anderson,  Hans  Christianson 

2  The  Biography  of  by  Anderson,  Sandy  E. 


DISPLAYING  THE  FULL  ENTRY 

If  the  user  is  unsure  about  an  entry  being  the  correct  entry  the  D  command 
(DISPLAY)  can  be  invoked  to  display  the  full  record  of  this  item,  to  verify 
that  it  is  the  correct  entry.  The  D  command  is  particularly  useful  when  the 
truncated  title  string  gives  either  little  or  ambiguous  information  or  is 
otherwise  not  fully  meaningful  to  the  user.  If  the  correct  record  cannot  be 
found  using  this  access  option,  the  user  may  select  another  search  key  or 
quit  entirely  . 


11.1.2.4  Access  by  Call  Number 


Located  in  most  instances  on  the  spine  or  some  other  visible  part  of  an  item, 
the  CALL  NUMBER  is  perhaps  the  most  efficient,  and  popular  way  of  gaming 
access  to  the  record  of  a  specific  item.  Although  various  call  numbering 
schemes  are  used  by  libraries  all  over  the  world,  (Deuey.  Library  of  Congress, 
and  the  National  Library  of  Medicine’s  being  the  more  renoun  schemes)  they 
each  requize  that  a  unique  number  be  assigned  to  each  piece  in  the  collection. 
The  call  number  can  be  as  long  as  is  the  collection  requires.  Sometimes  thin 
items  have  long  call  numbers  and  thick  items  have  short  ones. 
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To  4cc*ss  by  call  number  the  user  must  type  m  CA  in  response  to  the  ILS 
prompt  :  r  2TfT  -  ILS  «i:;  reply  yich  ENTER  THE  FULL  OR  PARTIAL  TALL  NUMBER .  Then 
the  user  can  enter  the  call  number  desired.  If  instead  the  user  wisnes  to 
combine  these  two  steps  the  user  may  enter  CA-2A76.15  m  response  to  the  ILL 
prompt  ITEM.  This  may  save  some  time.  If  the  user  wishes  to  see  a  range  of 
entries  beginning  with  the  same  call  number  IL3  will  display  5  entries  at  a 
time  on  the  screen. The  user  may  press  F  to  FORWARD  or  B  to  go  BACKWARDS  through 
the  list. To  see  the  full  record  of  an  item  enter  3  and  the  item's  ID  number. 


11.1.2.5  Access  by  ISSN  or  ISBN 


The  ISSN  and  ISBN  are  numeric  conventions  uhich  have  been  established  to 
standardise  the  identities  of  both  serials  and  monographs  respectively. 

They  are  heavily  used  in  the  acquisitions  process  by  publishers  and 
libraries  alike  as  they  afford  a  succinct  means  of  specifying  a  desired 
item.  The  numbers  are  a  code  uhich  identifies  both  the  publisher  and 
the  specific  item. 

To  access  by  either  the  ISSN  or  ISBN  enter  IS  m  response  to  the  ILS  prompt 
ITEM.  ILS  will  respond  with  ENTER  THE  FULL  OR  PARTIAL  ISSN/ISBN.  The  user 
must  then  enter  in  the  value.  The  user  may  instead  combine  these  two  steps 
into  one  by  typing  ISa 07 00 22 37 33  in  response  to  the  ILS  prompt  ITEM.  ILS  will 
rattle  and  then  display  on  the  screen  all  items  which  match.  If  the  user 
wants  a  specific  item,  care  must  be  exercised  to  enter  the  value  exactly 
correct.  If  the  user  wishes  to  see  a  range  of  entries  beginning  with  the  same 
numbers  then  only  a  partial  ISSN  or  ISBN  need  be  entered. 


SAMPLE-  ILS  prompts  ZTZrt  ILS  prompts  ITEM 

USER  replies  IS  OR  USER  replies  15=0700223733 

ILS  says  ENTER  THE  FULL... 

USER  enters  0700223738 


ILS  will  then  search  the  ISSN/ISBN  index  to  find  all  possible  matches,  and  will 
display  them  on  the  screen.  If  there  are  more  than  5  matches  ILS  will  display 
the  first  5  and  say  THERE'S  MORE.  The  user  may  browse  through  the  matches  by 
typing  F  for  FORWARD  or  3  for  BACKWARDS.  If  the  correct  entry  is  found  the  user 
must  type  the  ID  t  of  the  correct  match.  If  the  user  wants  to  see  the  full 
record  for  any  entry,  enter  D  and  that  entry's  ID 


11.1.2.6  Access  by  LC  Card  Number 


A  LIBRARY  OF  CONGRESS  CARD  NUMBER  is  assigned  to  each  item  cataloged  by  the 
Library  of  Congress.  This  number  is  used  by  libraries  to  order  printed 
— catalog  cards  from  the  library  of  Congress.  The  number  is  usually  one  of  the 
cataloging  elements  included  m  publishers’  Cataloging  In  Publication  (Cl?) 
data.  It  is  typically  composed  of  2  characters  followed  by  a  hyphen  and 
3  to  6  additional  numbers. 

To  access  by  the  LC  *  the  user  must  type  m  LC  in  response  to  the  ILS  prompt 
— ITEM.  ILS  will  then  respond  with  ENTER  THE  FULL  OR  PARTIAL  LC  A.user 
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must  then  type  in.  the  LC  $  .  It  is  possible  to  combine  these  2  steps  into  one 
by  entering  LC* 7 9  -  1  2 34 56  in  response  to  the  IIS  prompt  ITEM.  113  -ill  then 
search  the  LC  *  index  to  find  appropriate  matcnes.  (If  the  entire  1C  *  was 
entered  there  Jill  be  only  one  Batch;  if  a  partial  LC  ♦  was  entered  there  Bay 
be  several  matches).  The  user  cay  browse  through  the  matches  by  pressing  r  to 
FORWARD  and  B  to  BACKUP.  If  the  correct  entry  is  f ound ,  enter  the  ID  #  for  that 
entry.  If  the  user  is  not  sure  that  it  is  the  correct  record  the  full  record 
may  be  called  up  by  pressing  D  and  the  entry's  ID  *. 


SAMPLE  J  ILS  prompts  ITEM 

USER  replies  LC ♦  OR 

ILS  says  EHTER  THE  FULL... 

USER  enters  79-1234S6 


ILS  prompts  ITEM 

USER  enters  LC*79-123456 


It.  1.2.7  Access  by  Title  Key 


Title  access  in  the  ILS  system  is  almost  the  seme  as  uhat  is  done  in  the  OCLC 
system.  Users  may  type  in  a  truncated  search  key  composed  of  the  first  feu 

characters  of  the  first  feu  significant  words  in  th®  title.  Articles  and 

other  stop  listed  uords  (e.g.  a,  an,  the,  and.  United  States)  are  ignored.  The 
key  3,2.2, 1  is  used  to  match  the  first  3  characters  of  the  first  word,  the 
first  2  characters  of  the  second  word,  the  first  2  characters  of  the  third 
word,  and  the  first  character  of  the  fourth  word  in  the  title. 

To  access  by  title  key,  the  user  aust  enter  TK  in  response  to  the  ILS  prompt 
ITEM.  ILS  U3.I1  respond  with  E.KTT.R  TH  T.  TITLE  KIT  IH  FORMAT  3, 2, 2,1.  I  "NOTE :  if 
a  title  has  fewez  than  4  words  enter  congas  consecutively  to  fill  in  the  key.) 

These  2  steps  may  Da  combined  by  typing  (e.g  )  TK-DOR,  Y.L ,  ME.  I>  .  ILS  will  reply 

by  searching  for  and  displaying  all  entries  which  watch  the  search  key.  If 
there  are  more  than  5  matches  the  system  will  r  ay  THERE '3  MORE  and  the  user  *a y 
browse  through  the  entries  by  typing  F  for  FORWARD  or  B  for  BACKWARDS.  To  be 
sure  that  you  have  the  correct  record  type  D  and  the  entry's  ID  *. 


11.1.2.8  Access  by  Author  Title  Key 


The  AUTHOR/TITLE  key  is  a  combination  key  used  to  sort  out  more  quickly  a 
desired  record.  Although  the  same  uords  may  be  found  in  the  titles  of  different 
uorks,  it  is  likely  thet  different  authors  may  be  associated  with  each  title. 

In  this  case  a  4,4  combination  key  of  both  author  and  title  would  yield  a  more 
precise  retrieval  than  a  3,2,2,  1  title  kay . 

To  access  by  author/title  key  the  user  must  enter  AT  in  response  to  the  ILS 
prompt  ITEM.  ILS  will  respond  with  ENTER  1  ST  4  CHARS  OF  AUTHOR’S  LAST  NAME  C 
.1ST  '4  CHARS  OF  TITLE  IK  FORMAT  4,4.  The  user  must  then  enter  the  characters 

as  prescribed.  It  is  possible  to  combine  these  2  st»ps  by  typing  (e.g.) 

AT* ALLR . BOD Y  for  the  entry  Body  Functions  by  Jon  Allied.  ILS  will  respond  by 
searching  for  all  author  title  combinations  with  these  characters  and  display 
them  in  groups  of  5  on  the  screen.  If  there  are  wore  than  5  entries  ILS  will 
say  THERE'S  MORE  and  the  user  can  press  RETURN  to  view  them.  To  3can  through 

the  list  press  F  for  FORWARD  and  5  for  BACKWARD.  To  be  sure  that  an  entry  is 
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for  the  correct  record  the  user  oay  press  2  for  DISPLAY  and  the  10  n usher  uf 
the  entry  to  see  the  full  record  of  the  entry. 


11.1.2. 9  Access  by  Series 


Under  the  ILS  system  it  is  possible  to  access  records  in  the  Vaster 
Bibliographic  File  by  the  SERIES  heading.  Catalogars  and  other  library  staff 
may  find  this  access  point  articularly  convenient  if  they  have  series  which 
comprise  many  issues.  These  are  most  notable  in  the  biomedical  and  physical 
sciences  and  m  special  libraries  that  contain  the  reports  of  their  agency  or 
corporation. 

To  access  ILS  via  the  series  option  the  user  must  enter  SE  in  response  to  the 
promt  ITEM.  ( MOTE :  This  item  option  should  not  be  confused  with  the  /SE  command 
for  serials  check  in  which  is  another  feature  of  the  circulation  subsystem 
and  uses  the  SZ  command.  Remember  that  the  serials  check  m  command  requires 
a  /SE  to  get  out  to  that  transaction  activity,  whereas  accessing  a  record  by 
series  heading  requires  only  SE  in  response  to  the  ILS  prompt  ITEM.)  ILS  will 
reply  with  ENTER  THE  FULL  OR  PARTIAL  SERIES.  The  usee  may  then  enter  any  or  all 
words  of  the  series  heading  that  are  known  ana  ILS  will  search  the  series  index 
to  find  a  match.  ILS  will  display  all  matches  and  if  there  are  more  than  5,  the 
user  may  view  them  by  entering  F  for  FORWARD  or  B  for  BACKUP. 


11.1.2.10  Message  (Item  Just  Entered) 


Immediately  after  a  user  has  identified  an  itik.  in  tha  Circulation 
Subsystem.  ILS  alio*-**  iot  a  short  massage  to  be  entered. 


(1.1.2.11  PB  Identify  Patron 


If  the  user  enters  <  P )  ATROIf  in  response  to  CHOICE? 

ILS  will  display:  User  enters: 

( 3  )  ATCH  OR  (S)IMGLE  PATRON?  5/  'S’  or  RETURM  -  ILS  will  prompt  for  PATRON: 

The  user  must  then  use  the  PATRON 
IDENTIFICATION  options  discussed  below. 

OR 

*3’  -  ILS  will  print  a  list  of  names  from 

the  print  queue  in  tlphebetical  order. 
The  user  may  specify  the  first  and  final 
names  on  the  list.  ILS  will  print  all 
names  which  fall  between  those  names. 

If  ’3'  is  chosen  ILS  will  follow  the 
sequence  on  the  next  screen. 

ILS  will  display:  User  enters: 

PRINT  PATRON  LABEL 

"ROM  NAME ;  The  fust  name  to  be  printed,  for  example  -  Blair. 
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THROUGH  NAME : 


The  final  name  to  be  printed,  for  example 


Conn. 


('J)MPRINTED  NAPIES  OWL T  OR  *0*  -  Print*  only  the  label*  which  have  never  been 
(A)LL  MAP1ES 5  printed  before  in  the  alphabetic  sequence  froa 

Blair  to  Cohn. 

'A'  -  Print*  all  labels  m  the  alphabetic  sequence 

fro*  Blair  to  Cohn. 


Tor  sort  HELP  uith  PATRON  IDENTIFICATION  OPTIONS  pr«ss  RETURN. 

To  produce  a  Barcode  Label  a  patron  must  be  accurately  identified  m  the  ILS. 
A  patron  sty  be  identified  with  one  of  the  three  options  discussed  belou. 


PATRON  IDENTIFICATION  OPTIONS 

NAflE-This  is  the  »oit  common  uay  to  enter  the  patron  data.  Enter  the  full  last 
name  or  enough  characters  of  the  last  name  to  narrow  the  list  down  sufficiently 
to  display  the  desired  patron  entry.  If  there  are  more  than  5  matches,  ILS  will 
say  (THERE'S  !10RE)  and  the  user  nay  then  press  F  or  B  to  vieu  additional 
entries  that  natch.  If  the  5th  entry  seams  to  be  the  correct  one.  press  F  to  be 
sure  that  the  6th  or  7th  ones  are  not  identical  nrmes.  To  see  more  information 
for  a  patron  in  the  list,  enter  0  followed  by  the  index  number  beside  the 
patron's  name.  For  example,  if  you  had  a  list  like: 


t  JOKES,  JOHN  3. 

2  JONES,  JOHN  0. 

3  JONES,  JOHN  D. 

4  JONES,  JOHN  r. 

5  JOHES,  JOHN  R. 

and  you  wanted  to  display  nore  information  from  the  patron's  record  to  select 
the  correct  entry,  you  could  enter  D2  or  D  3  to  view  further  information  from 
the  patron  record  to  accurately  identify  the  patzon  froa  the  list. 

Once  you’re  sure  that  you've  found  the  correct  entry,  enter  the  #  which 
appears  in  the  first  column  in  response  to  the  prompt  PATRON. 


PATRON  ID  The  Patron  ID  *  is  equivalent  to  the  ber  code  configuration  which 
appaars  on  each  patron's  library  card.  It  is  mad*  up  of  number*  and  other 
characters  which  are  transformed  into  a  pattern  of  thick  and  thin  lines  and 
spaces  uhioh  together  make  a  code  to  identify  both  items  and  patrons.  A  patron 
may  be  identified  by  this  code,  however,  it  is  suggested  that  the  staff  type  in 
the  patron  NAME  whenever  possible,  thereby  minimizing  the  chance  of  an  error 

PATRON  REGISTRATION  -  If  the  patron  is  not  already  registered  m  the  patron 
list,  it  will  be  necessary  to  enter  their  patron  data  into  the  system  before 
any  transaction  can  be  recorded  into  ILS.  Local  ILS  sites  may  devise  their  own 
procedures  for  gathering  patron  information  and  putting  it  into  the  system  at 
a  later  time.  For  a  fuller  discussion  of  patron  registration  refer  to  the 
path  PATRON  REGISTRATION. 
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P B  Batch  Print 


The  Batch  Print  choice  of  PRIMT  BARCODE  allous  the  user  to  print  3arcode 
Labels  using  data  stored  in  the  print  queue.  Printing  say  be  done  lays  or 
even  weeks  after  it  uas  stored.  The  data  stored  in  the  queue  will  remain 
there  until  caioved  by  the  local  system  adainis t r ato r . 


3atch  Print  has  3  options  : 

L  -  WILL  PRINT  ALL  UNPRINTED  LABELS  -  This  option  will  cause  the  printer 

to  produce  barcodes  from  data  stored  in  the  print  queue.  The  printer 

will  only  produce  labels  which  HAVE  HOT  been  printed  before. 

P  -  UILL  PRINT  ALL  PRINTED  LABELS  -  This  option  will  cause  the  printer 

to  produce  barcodes  from  data  stored  in  the  print  queue.  The  printer 

will  only  produce  labels  which  HAVE  been  printed  before  . 


A  -  -JILL  PRINT  ALL  ENTRIES  -  This  option  will  cause  the  barcode  printer 
to  produce  labels  from  all  data  stored  in  the  print  queue  whether 
or  not  it  has  been  printed  before. 


How  press  ' T  *  to  go  beck  to  STEP  BY  STEP  PROCEDURES  for  PRINT  3ARC0LE  or 
press  ’F*  and  a  RETURN  twice  to  get  to  SPECIAL  FEATURES. 


11.1.3  ? B  Special  Features 


1.  The  print  queue  is  a  very  important  concept  for  an  understanding  of  the 

PRINT  BARCODE  procedure.  *  N  Y  INFORMATION  entered  using  the  Patron  or  Item 
alternatives  will  be  stored  in  the  print  queue  WHETHER  OR  NOT  it  is  printed. 
When  the  user  enters  an  item  or  patron  in  response  to  an  ILS  prompt  for  ITFrt: 

or  PATRON:  the  label  information  will  be  stored  in  the  print  queue.  The  label 

may  be  printed  immediately  but  the  information  will  remain  m  the  print  queue 
until  removed  by  the  local  system  administrator. 

In  addition,  each  piece  of  label  information  in  the  print  queue  will  be 

marked  to  indicate  whether  or  not  a  label  has  been  printed.  It  is  this  feacure 

which  allows  the  user  to  ’print  all  unpnnted  labels',  ’print  all  printed 
labels’  or  ’print  a  LI  entries’  when  using  the  3ATCH  PRINT  alternative. 

2.  The  Bercode  Label  printer  must  be  turned  ON  before  the  user  begins  to  print 
labels  from  the  data  stored  in  the  queue.  If  it  is  OFF,  ILS  will  ptompt  the 
user  to  CHECK  PRINTER  POWER,  but  there  is  a  chance  that  data  could  be  lost  if 
the  user  attempts  to  produce  labels  with  the  printer  OFT 
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12.1  INTRODUCTION 


The  PATRON  DELETE  procedure  p«mt s  authorized  users  reaove  patrons  froo  the 
patron  list. 

AVAILABLE  INFORMATION 

1.  Overview  of  Patron  Delete 

2.  Step  by  Step  Procedures  Tor  Patron  Delete 

3.  Special  Features  for  Patron  Delete 


Please  enter  the  nuibtc  of  the  type  of  information  you  desire  : 


12.1.1  PD  Overview 


The  PATRON  DELETE  procedure  permits  authorized  usezs  to  remove  patrons 
from  the  patron  list.  When  the  user  has  positively  identified  and  deleted 
a  patron. the  patron's  name  is  removed  from  every  part  of  the  XLS  system. 


For  Step  by  Step  Procedures  press  *T*  and  RETURN. 

For  Special  Features  of  PATRON  DELETE  press  ,F*  and  RETURN  twice. 

12.1.2  PD  Step  By  Step 

PATRON  DELETE  consists  of  the  following  steps  : 

1.  IDENTIFY  THE  PATRON 

Search  IIS  for  this  patron’s  record. 

2.  DELETE  THE  PATRON 

Remove  this  patron  from  the  patron  list. 


For  more  HELP  concerning  either  of  these  steps  enter  the  number  of  that  step 
and  press  RETURN. 
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To  r  information  on  SPECIAL  FEATURES  of  P\TRON  DELETE  press  '  F  *  and  RETURN. 


12.1.2.1  Idtntifymg  the  Patron 


Any  and  all  ILS  functions  involving  patron  data  require  that  the  patron  be 
accurately  identified  in  the  ILS  .  A  patron  stay  be  identified  by  either  winding 
the  bar  code  on  their  library  card,  or  entering  the  equivalent  bar  code  number 
or  the  patron’s  last  name.  (If  the  wand  is  not  used,  enter  the  patron's  last 
name  instead  of  the  barcode  number  to  avoid  typing  mistakes). 

PATRON  IDENTIFICATION  OPTIONS 

NAHE-This  is  the  most  common  way  to  enter  the  patron  data.  Enter  the  full  last 
name  or  enough  characters  of  the  last  name  to  narrow  the  list  down  sufficiently 
to  display  the  desired  patron  entry.  If  there  are  more  than  5  matches  ,  ILS  will 
say  (THERE’S  MORE)  and  the  user  may  then  press  F  or  B  to  view  additional 
entries  that  match.  If  the  5th  entry  seems  to  be  the  correct  one,  press  F  to  be 
sure  that  the  6th  or  7th  ones  are  not  identical  names.  To  see  more  information 
for  a  patron  in  the  list,  enter  D  followed  by  the  index  number  beside  the 
petron's  name.  For  example,  if  you  had  a  list  like: 


1  JONES,  JOHN  B. 

2  JONES,  JOHN  D. 

3  JONES,  JOHN  D. 

4  JOMES ,  JOHN  F. 

5  JONES,  JOHN  R. 

and  you  wanted  to  display  more  information  froa  the  patron’s  record  to  select 
the  correct  entry,  you  could  enter  02  or  03  to  view  further  information  from 
the  patron  record  to  accurately  identify  the  patron  froa  the  list. 

Once  you’re  sure  that  you've  found  the  correct  entry,  enter  the  index  #  which 
appears  in  the  first  column  in  response  to  the  prompt  PATRON1 


PATRON  ID  •**  The  Patron  ID  *  is  equivalent  to  the  bar  code  configuration  uhich 
appears  on  each  patron's  library  card.  It  is  made  up  of  numbers  and  other 
characters  which  are  transformed  into  a  pattern  of  thick  and  thin  lines  and 
spaces  which  together  make  a  code  to  identify  both  items  and  patrons.  A  patron 
may  be  identified  by  this  code,  however,  it  is  suggested  that  the  staff  use  the 
uar.d  or  type  in  the  patron  name  whenever  possible,  thereby  minimizing  the 
chance  of  a  typing  error. 

PATRON  REGISTRATION  -  If  the  patron  is  not  already  registered  m  the  patron 
list,  if  will  be  necessary  to  enter  their  patron  data  into  the  system  before 
any  transaction  can  be  recorded  into  ILS.  Local  ILS  sites  may  devise  their  own 
procedures  for  gathering  patron  information,  putting  it  into  the  system  at  some 
later  time.  For  a  fuller  discussion  of  patron  registration  refer  to  the  path 
PATRON  REGISTRATION. 
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12.1.2.2  PD  Delate  Patron 


When  the 

?i tion  has  been 

identified,  ILS  uill  disp 

lay  the 

patron's  name.  The. 

ILS  will 

prompt : 

User  enters: 

OK  TO  DELETE’  NO/ 

RETURN  to  cancel 

this  tr 

ansaction 

OR 

*  Y  *  to  remove  all 

record 

of  the  patron  from 

the  ILS  s/s:«a . 

PATRON  IS  DELETED 

TO  CONTINUE.  HIT  •'RETURN/  RETURN 

PATRON-  The  i)e:  nay  now  repeat  the  process  and 

delete  another  patron  or  enter  ’  /  ’  to 
return  to  the  CIRCULATION  SUBSYSTEM . 


12  1-3  PD  Special  Features 


There  are  tuo  Special  Features  of  PATRON  DELETE. 

1.  If  the  user  attempts  to  delete  a  patron  uho  has  items  checked  out.  ILS  ui 
display  the  following  Message: 


***  NOT  DELETED  «*• 

PATRON  HAS  THE  FOLLOWING  ITEM<S); 

PLEASE  CHECK  IN  THESE  ITEM(S)  BEFORE  DELETING  PATRON 


ID 


TITLE 


AUTHOR 


The  items  checked  out  to  that  patron  will  than  be  listed. 


2.  When  the  user  deletes  a  patron,  that  patron's  name  is  removed  from 
entire  ILS  system.  The  patron  wjII  automatically  be  removed  from  t 
and  routing  lists . 


the 

e  s  e  r  v  e 
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13.1  INTP.C0UCTT3N 

PRINT  TEMPORARY  L  A  3  E  L  S  ?»rs:*s  »u*ro:  ::fd  i  s  «*  r  s  t  a  ->  z  -  -i  -  -  e  ~  «  => 
Labels  -i s  i ;. j  the  r  a.  r  c  o  d  a  ari.T'.e: 

available  information 

1.  Dv'irvifty  of  P m t  Temporary  Labels 

2  .  Step  by  Step  Procedures  for  Print  Teapotary  Labels 
3.  Special  Features  for  Print  Temporary  Labels 


Please  enter  the  number  of  the  type  of  information  you  desire  ; 


'3.:.*  P  7  Overview 

PRINT  TEMPORARY  LABELS  permits  authorised  users  to  produce  temporary  3ar code 
Labels  using  the  car 'ode  printer.  leaporary  labels  uoul d  normally  be  used 
when  a  library  is  rust  converting  its  records  to  machine  readable  form  or 
if  the  library  wished  to  circulate  an  item  before  it  was  processed.  A 
temporary  label  might  also  be  used  on  a  book  obtained  through  Interlibrary 
Loan. 

A  temporary  label  is  a  barcode  label  that  contains  only  an  identification 
number.  The  barcode  printer  will  produce  two  copies  of  each  label,  one 
for  the  book  and  one  for  the  book  card • 


?:*i?  'T'  and  a  RETURN  to  ge^  to  Step  By  Step  procedures  for  PB.IMT 

TEMPORARY  L  A  3  ELS 

4  3 ■  4  .  2  PT  5  ta  p  By  Step 

PRINT  TEMPORARY  LA3EL  should  follow  thesa  steps: 

ILS  will  prompt:  User  enters: 

THE  LAST  TEMPORARY  ITEM  BARCODE  *  Z5  325  ILS  will  list  the  number  of  t 

last  “er  porary  label  ? r o d u z 


Pace 


ENTER  STARTING  LABEL  N'JM3ER:  326/ 


Press  RETURN  if  this  number  is 
correct . 

HOW  n  AN  Y  LABELS  :  Ente.  the  .lumoer  of  labels  you 

yant . 

.  .  t  PRINTING  .  .  .  The  requested  labels  -Jill  be 

produced . 


13.1.3  ? T  Special  features 

As  of  June  2?,  19B0  the  are  no  Special  Features  for  PRINT  TEMPORARY  LABELS  . 


Page  ft ^ 


/  7 1 


?  a  J ?.  C  N  REGISTRATION 


14.1  INTRODUCTION 


PATRON  REGISTRATION  pa  r»its  authorized  users  to  add  r.aies  to  the  list  of 
registered  borrowers  or  to  edit  information  in  the  pat  on  record  [address, 
telephone  number,  etc), 

AVAILABLE  IN T  C  R  J1 A  T I  ON 
t.  Overview  of  Patron  Registration. 

1.  Step  By  Step  procedures. 

1.  Special  Features. 


Enter  the  number  of  the  type  of  information  you  want. 


14.1.1  ? R  Overview 


PATRON  REGISTRATION  permits  authorized  users  to  add  names  to  the  List  of 
registered  borrowers  or  to  adit  information  in  the  patron  record  (address, 
telephone  number,  ate*). 

Registration  -  IIS  will  display  a  patron  registration  fora  on  the  screen.  As 
the  user  enters  mi  oror  e.tion  the  cursor  will  move  down  the  screen 
tc  the  next  prompt.  Optional  fields  any  ba  skipped  by  pressing 
RETURN. 

Editing  -  Existing  patron  records  can  be  edited  by  entering  the  patron’s  name 
in  response  to  NAME'  When  the  patron  has  been  identified  ILS  will 
display  the  original  registration  fora  (with  the  blanks  filled  ;a)  and 
the  user  may  now  edit  the  record 

Press  ’ F  *  and  RETURN  to  get  to  Step  ay  Step  procedures  tor  PATRON 
REGISTRATION . 


14.1.2  ?R  Step  3 y  Step 

PATRON  REGISTRATION  permits  the  user  to  >00  -.  ?  u  £0 

screen  acts  as  a  registration  form  which  t  ~  *  w:  :  a 

To  ADD  a  new  p  a  t  r  o  n  : 


I 


\«  r«;rou  -ccord.  The 


ILS  may  prompt : 
NAME  = 


User  can  enter 

Patron’s  name  m  o-  <pt:  fora*? 


last  name. first  name) 
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TYPE  ■ 


faculty,  Student,  Military,  County  resident,  Institution 
or  any  other  type  of  borrouer  a.loued  in  the  library 
Inioroation  entered  here  determines  which  prompts  will 
a p  ?« ar  below . 

TITLE:  Mr,  Mrs.  Ms,  Miss.  Dr.  etc.  If  ’Institution'  was  entereo 

in  response  to  TYPE ;  a  prompt  such  as  'Contact  Person’ 
might  be  displayed  instead  of  TITLE. 

ILS  may  prompt:  User  can  enter 

DEPT;  This  prompt  might  only  appear  if  'Staff'  or  ‘Faculty  '  was 

entered  in  response  to  TYPE. 

STREET : 

CITY:  If  this  information  changes  the  user  may  edit  it. 

STATE:  /  (sea  EDITing  below) 

21?  :  / 

EXPIRATION  DATE  ILS  will  automatically  supply  the  date.  The  user  may 

override  it  by  entering  another  date. 

NOTE:  If  the  user  enters  a  name  which  is  already  in  the  patron  file  ILS  will 
display  the  matching  name(s).  To  register  a  new  patron  with  the  same  name 
press  RETURN  and  follou  the  process  above.  To  EDIT,  see  below. 


To  EDIT  the  Patron  Record: 

Enter  the  mae  of  the  patron.  A  list  of  names  which  match  the  entered  name 
will  be  displayed.  The  user  enters  the  index  *  of  the  correct  patron  and  the 
patron's  original  registration  uili  be  displayed.  The  cursor  will  appear  at 
the  top  of  th*.  fora.  If  the  data  is  to  be  left  unchanged  the  user  should  prasa 
RETURN  and  the  cursor  will  move  to  tha  next  prompt.  If  the  data  is  to  be 
changed  the  user  should  enter  the  new  data  and  a  RETURN.  The  new  data  will 
replace  the  old  in  the  perron  record. 


Press  *F*  and  RETURN  to  get  to  Special  features. 


1  U  .  1  .  3  PR  Special  Features 


1)  Some  information  asked  for  on  the  registration  form  may  be  optional,  for 
example  there  may  be  a  space  for  HOME  PHONE  *  and  WORK  PHONE  if  .  A  patron 
may  not  have  a  work  phone  number.  The  user  say  press  RETURN  and  the  cursor 
will  nova  to  the  next  item.  Some  information  may  be  required  m  all  cases. 

If  the  user  pressed  RETURN  in  response  to  TYPE  :  ILS  would  respond  R52UIRED 
flELD-PLEASE  ENTER.  In  this  case  the  user  MUST  enter  a  response. 

2)  While  entering  information  the  user  can  press  a  to  move  the  cursor  up 

the  screen.  This  alious  the  user  to  go  back  and  correct  mistakes  made  on  the 
registration  form.  The  user  can  move  doun  by  pressing  RETURN  as  many  times 
as  necessary. 

3)  If  any  of  the  prompts  on  the  registration  fora  are  unclear  the  user  may 
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enter  a  ’  ?  '  and  a  RETURN  IIS  will  respond  with  he  options  available  . 


The  next  screen  contains  information  for  the  System  Administrator. 

Special  “a  a  tur  a  of  PATRON  REG1  'TRATIOM  for  the  System  Admimstz ator  = 

The  promp-s  for  PATRON  REGISTRATION  C and  the  structure  of  your  patron  :i 
depend  on  your  local  softuara.  ?h«  Help  Text  for  PATRON  RESIST RATI OH  is 
untten  to  cover  various  possibilities.  Tou  will  probably  wish  to  edit  t 
Hal?  Text  tor  PATROK  REGISTRATION  to  conform  accurately  to  yoar  specific 
The  Step  3y  Step  paragraph  should  list  each  prompt  exactly  as  it  will  a? 
on  the  screen.  You  may  uish  to  indicate  which  fields  are  required  and  wh 
are  not.  You  can  include  the  correct  format  for  various  prompts. 


15 


PATRON  STATUS 


15-1  INTRODUCTION 

PATRON  STATUS  permits  authorized  users  to  view  the  complete  patron  record 
as  it  was  created  during  PATRON  REGISTRATION  and  information  on  PATRON 
ACTIVITY.  The  information  displayed  varies  with  the  type  of  patron. 

AVAILABLE  INFORMATION 
t .  Overview  of  Patron  Status 

2.  Step  by  Step  Procedures  For  Patron  Status 

3.  Special  Features  for  Patron  Status 

Enter  the  number  of  the  type  of  information  you  desire1 


15.1.1  PS  Overview 


PATRON  STATUS  permits  authorized  users  to  view  information  m  the  pitron 
record  and  information  displayed  by  PATRON  ACTIVITY.  This  data  can  consist 
of  name,  address,  and  status  of  the  patron.  It  will  also  list  items  currently 
checked  out  or  on  reserve  and  any  messages  associated  with  the  patron. 


For  Step  fly  Step  procedures  of  PATRON  STATUS  press 
15.1.2  PS  Step  By  Step 


and  RETURN. 


To  view  PATRON  STATUS  the  user  must  identify  a  specific  patron  in  ILS . 
Information  entered  during  PATRON  REGISTRATION  and  currant  PATRON  ACTIVITY 
will  be  displayed  in  the  format  below. 


MR.  JOHN  A  SMITH  ‘STAFF* 
ORGANIZATION:  OSD 
PHONE:  555-1234 
ADDRESS:  123  MAIN  STREET 

SMALLTOWN  VA  22302 


EXPIRATION 
OFFICE  SYMBOL:  XY2U 
MAILSTOP:  HERE 

HOME  PHONE:  123-4567 


DATE:  03/19/32 
ROOM*:  1234 
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ITEMS  CURRENT!!  CHECKED  OUT 

ID  TITLE  AUTHOR  DUE  DATE  REME'J 

(All  items  currently  checked  out  will  be  listed.) 


ITEMS  OX  RE  ERVE 

ID  TITLE  AUTHOR  REQUESTED  OH  HO  MEED  AFTER 

(All  items  on  reserve  uill  be  listed.) 

TOTAL  ITEMS  CHECKED  OUT= 

MESSA GE( S  ) 

RETURN  TO  CONTINUE:  < ILS  uill  again  prompt  for  PATRON-) 


For  HELP  with  Patron  Identification  press  *1’  and  a  RETURN. 


15.  T.2.  ]  Identifying  the  Patron 


Any  and  all  ILS  functions  involving  patron  data  require  that  the  patron  be 
accurately  identified  in  the  ILS.  A  patron  way  be  identified  by  either  wandmg 
the  bar  code  on  their  library  card,  or  entering  the  equivalent  bar  code  number 
or  the  patron’s  last  name.  (If  tha  w<and  is  not  used,  enter  the  patron's  last 
na^a  instead  of  the  barcode  nunbar  to  avoid  typing  mistakes). 

pfiiaox  xvEnririciTiQH  options 

NAME-This  is  the  most  comt&on  way  to  enter  the  patron  data.  Enter  the  full  last 
name  or  enough  characters  of  the  last  name  to  narrow  tha  list  down  sufficiently 
to  display  the  desired  patron  entry.  If  there  are  more  than  5  matches.  ILS  will 
say  (THERE’S  MORE)  and  the  user  way  then  press  F  or  3  to  vieu  additional 
entries  that  match.  If  the  5th  entry  seams  to  be  the  correct  one.  press  F  to  be 
sure  that  the  6th  or  7th  ones  are  not  identical  names.  To  see  more  information 
for  a  patron  in  the  list,  enter  D  followed  by  the  index  number  beside  the 
patron’s  name.  For  example,  if  you  had  «  list  lake  : 


1  JONES,  JOHN  3. 

2  JONES.  JOHN  D. 

3  JONES,  JOHN  D. 

*  JONES,  JOHN  F. 

5  JONES.  JOHN  R. 

and  you  uanted  to  display  more  information  from  the  patron’s  record  to  select 
tha  correct  entry,  you  could  enter  02  or  D3  to  view  further  information  from 
the  patron  record  to  accurately  identify  the  patron  from  the  list. 

Dnce  you' z' t  sure  th*L*  you’ve  found  the  correct  entry,  enter  the  index  •  which 
vii^iari  m  the  first  column  in  response  to  the  prompt  PATRON; 


PATRON  ID  •-  The  Patron  ID  •  is  equivalent  to  the  bar  code  configuration  which 
appears  on  each  patron's  library  card.  It  is  made  up  of  numbers  and  other 
characters  which  are  transformed  into  a  pattern  of  thick  and  thin  lines  and 
spaces  which  together  make  a  code  to  identify  both  items  and  patrons .  A  patron 
may  be  identified  by  this  code,  however,  it  is  suggested  that  the  staff  use  the 
wand  or  type  in  the  patron  name  whenever  possible,  thereby  minimizing  the 
chance  of  a  typing  error. 

PATROH  REGISTRATION  -  If  the  patron  is  not  already  registered  in  the  patron 
list,  it  will  be  necessary  to  enter  their  patron  data  into  the  system  before 
any  transaction  can  be  recorded  into  ILS.  Local  ILS  sites  may  devise  their  own 
procedures  for  gathering  patron  information,  putting  it  into  the  system  at  some 
later  time.  For  a  fuller  discussion  of  patron  registration  refer  to  the  path 
PATRON  REGISTRATION. 


15.1.3  PS  Special  Features 


As  of  June  16,  1980  there  are  nc  known  special  features  for  the  Patron 

Activity  function. 


MOTE  to  the  SYSTEM  ADMINISTRATOR-  Format  of  the  PATRON  STATUS  display 
will  vary  from  site  to  site.  You  may  wish  to  alter  the  text  of  the 
PS  -  STEP  BY  STEP  paragraph  to  reflect  your  own  displays. 


.  Reproduced  from 
best  avaifebfe 


copy. 
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TirtE  C  DATE 


To 


16-1  INTRODUCTION 


THE  TIME  £  DATE  option  tells  the  user  the  correct  time  and  current  date 
as  it  is  known  within  the  IIS  computet.  The  computer  has  a  “clock  and  a 
calendar"  built  into  its  internal  working  parts,  and  it  can  supply  users 
with  the  correct  time  and  date  very  easily. 

To  find  out  either  the  correct  time  or  date,  the  user  must  enter  TO  or  /TD 
t the  /  is  only  necessary  if  you  are  in  the  Middle  of  some  other  function) 
IIS  will  respond  by  displaying  the  current  date  and  time.  The  display  will 
remain  on  the  screen  for  several  seconds;  then  ILS  will  take  the  user  back 
to  the  last  transaction  before  going  to  TIME  £  DATE. 


n 


